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FILING PROCEUDRES

1. Do proposed orders haveto befiled on the docket AND uploaded into your
E-Ordersprogram?

ANSWER: Yes. The proposed order must be filed as an attachment to the motion
AND it must be uploaded into the Court’s Electronic Order Processing application (E-
Orders). The “Orders’ section of the Attorney User’s Guide was updated on September
13, 2004 with these new procedures. (September 2004)

2. Can | file my motion, objection notice, hearing notice, and order asone
pleading?

ANSWER: No. Please make separate entries for each pleading, so that they appear
separately on the docket sheet. However, at this time, the PDF file that you attach to each
of the pleadings may include al of the pleadingsinit. This means that you would upload
the same PDF file to each of the individual pleadings. OR you may create a separate
PDF file for each pleading and upload each PDF file to the corresponding pleading.

(June 2004)

3. Doesit matter in what order | fileamotion, notice, and proposed order?

ANSWER: Yes. The motion must be filed first. After the motion is filed, file the
objection and/or hearing notice. Finally upload the order. The notices and proposed
order MUST be linked to the motion. In order to “link” pleadings, when prompted you
must either check the box to reference another pleading and then place a check mark in
the box to the left of the appropriate pleading(s) that are displayed. (July 2004)

4, | cannot find the pleading | need to file on any of your pick lists?
ANSWER: Firg, check the Event List (last section) in the Attorney User’s Guide.

Search for the event you need in this voluminous listing. If the event is not there, call the
CM/ECF Help Desk at 202-565-2521 BEFORE YOU FILE. (August 2004)

Updated February 2005
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PAYMENT OF FEES
1 How are feespaid?

ANSWER: E-filed documents requiring afee will be paid via an Internet credit card
payment. Attorneys must complete and provide the court with a credit card authorization
form when registering for CM/ECF.

At the end of filing a pleading requiring a fee, when the Notice of Electronic Filing
appears, the e-filersis presented with the Internet credit card payment screen. Upon the
successful processing of the credit card payment, the filer receives a receipt and a receipt
is docketed to the case record. (Updated August 2004)

If for any reason an e-filer isunableto use the credit card to pay a fee, the e-filer
MUST CALL THE COURT'SCM/ECF HELP DESK BEFOREFILING THE
PLEADING.

E-filers who do not pay outstanding credit card balances within 48 hours of the time of
filing will be locked out of CM/ECF until the balance has been paid.

Paper documents filed over the counter will still be paid via cash, check, or money order.
(Updated August 2004)

2. | filed a pleading that required a fee, but the payment screen never appeared.
What should | do?

ANSWER: You need to do afew things
1. Call the CM/ECF Help Desk at 202-565-2506 and tell them which pleading
you filed and at what time it was filed.

2. Click on the Utilities menu and then click on Internet Payments Due. From
this screen you can proceed to pay the outstanding balance.

3. Check your computer’ s security settings and make sure you do not have “pop-
up window blockers’ preventing you from viewing the payment screen pop-
up window.

3. Can | 4ill pay feesvia check or cash when e-filing?
ANSWER: NO. E-filersarerequired to pay fees ontline using the internet credit card

feature. If, for any reason, you are unable to use the internet credit card, YOU MUST
CALL THE CM/ECF HELP DESK BEFORE FILING THE PLEADING.

Updated February 2005
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CORRECTIONS
1. What happensif a document isfiled in error?

ANSWER: Filingsin CM/ECF occur in real time. Therefore, errors immediately
appear on the docket and are distributed through the Notice of Electronic Filing (NEF) e-
mail to other participating e-filers. Deletions of entries on the docket or associated PDF
documents are very rare.

If the e-filer does not catch the error first, the Clerk’s Office will issue an Electronic
Deficiency Notice (EDN) that tells the e-filer that an error has occurred and what needs
to be done to correct. E-filers are required to respond to all EDNs within 72 hours of the
time the EDN isfiled. Similar to all other pleadingsfiled in a case, EDNs have a NEF
that issent to ALL caseparticipants. Therefore, if you receive a NEF that an EDN
has been issued, please review the EDN to verify whether you or another case
participant needsto correct a pleading.

CM/ECEF alows court personnel to edit errors made in the docket entry. In the course
editing and correcting entries, court staff may ask e-filersto file amended pleadings.
Instances that affect calendar entries and noticing will need to be re-filed.

Depending on the situation, e-filers will be asked to file a“Request to Withdraw
Document” to remowve the pleading from the record. Efilers may also be asked to submit
and Amended Motion/Application to correct a problem. In many instances, the U. S.
Bankruptcy Court for the District of Columbia will request the e-filer to file an
additional, “ corrective” pleading rather than edit the original docket entry. This alows
the distribution of the correct information to the participants who originally received the
erroneous information. (Updated February 2005).

2. | filed thewrong pleading, how do | correct it?

ANSWER: File aRequest to Withdraw Document. This event is found under the
Bankruptcy -> Other menu. If the pleading that was incorrectly filed created a deadline
(hearing objection, etc) please be sure to terminate the appropriate deadline when
prompted. If apleading was accidentally or unintentionally filed, the Request to
Withdraw Document must be filed to remove it. DO NOT fileaMaotion to
Dismiss/Strike/Withdraw Document to remove the pleading; this motion requires a court
order to authorize the dismissal, striking, or withdrawing of the unintended pleading.
(July 2004)

3. How longdo | haveto correct an error or mis-filed pleading?

ANSWER: After receiving and EDN or notice from the Court of an error or mis-filed
pleading, al e-filers have 72 hours in which to correct the error.

Updated February 2005
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HARDWARE/SOFTWARE REQUIREMENTS
1 What hardwar e and softwar e will attorneys need to participatein ECF?

ANSWER: Attorneys will need the following hardware and software to electronically
file, view, and retrieve documents in the electronic filing system:

A personal computer running a standard platform such as Windows, Windows 95,
Windows 98, Windows 2000, Windows XP or Macintosh.

An Internet provider using Point to Point Protocol (PPP)

Netscape Navigator version 4.6 or 4.7 or Internet Explorer Version 5.5. Netscape
6 is not recommended for use with CM/ECF or Internet Explorer version 5.5. The
CM/ECF technical staff are currently testing Netscape version 7.02 and Internet
Explorer version 6.0 to certify its compatibility with the Bankruptcy and District
CM/ECF systems. However, we currently have some users accessing the system
using Netscape version 7.02 and Internet Explorer version 6.0 with positive
results. In either case, your browser must be JavaScript-enabled.

Adobe Acrobat PDF Writer software to convert documents from a word processor
format to portable document format (PDF). Acrobat Writer Versions 3.X, 4.X,
5.0, and 6.0 adequately meet the CM/ECEF filing requirements. The most recent
version, 6.0, is available from retailers for approximately $220 - $299. The
discount that Adobe previously offered to attorneys has been discontinued.
However, there may be volume discounts that attorneys can receive if ordering
multiple copies for their firm. For viewing documents, not authoring them, Adobe
Acrobat Reader only is needed.

A PDF compatible word processor like Macintosh or Windows based versions of
WordPerfect and Word.

A scanner to transmit documents that are not in your word processing system.
(Updated: July 2003)

2. |s ECF browser specific?
ANSWER: Bankruptcy Version 2 is compatible with both Netscape versions 4.6 or
4.7 and Internet Explorer version 5.5. However, Internet Explorer is the recommended

browser for our current version of CM/ECF and it’s credit card module. (Updated:
August 2004)

3. |s ECF word processor specific?

ANSWER: No, you may use any word processor that can convert documents to PDF.
(Reviewed: July 2003)

Updated February 2005
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GENERAL INFORMATION
1 How many users can submit documents at once?
ANSWER: Thereisno fixed limit. Response time and expanded use will ultimately
tell us what the acceptable limit might be. Enhancements to communications capacity are
expected to be an ongoing task to ensure that we meet the needs of the users. (Effective:
July 2003)

2. How many people at a time may view a document? How many people at a
time may view the docket?

ANSWER: There are no limitations for either function. (Effective: July 1999)
3. Will the creator of the docket entry be identified?

ANSWER: Yes. All entries can be identified by the name of the person that logged in
and submitted the entry. (Effective: July 1999)

4, Isthere alimit to the number of aliases a party may have?
ANSWER: No. (Effective: July 1999)

5. How will signature of documents be handled for documents filed
electronically?

ANSWER: The user’s unique system login and password serve as their signature.
Attorneys and trustees will be required to retain copies of certain paper documents, such
as affidavits or bankruptcy petitions, containing original signatures of parties for a set
period of time. Documents filed in CM/ECF can contain either an image of a signed
document or an “/¢/" preceding the person’s typed name on the line where the signature
traditionally appeared. (Updated: May 2004)

6. What technical expertiseisrequired in order to usethe CM/ECF system?

ANSWER: CM/ECF iseasy to learn and requires little technical experience to use.
The basic technical skills needed are familiarity with using Windows and aweb browser.

Updated February 2005
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7. Can e-filersadd new attorneysto the database?

ANSWER: Only court staff with appropriate permissions may add attorneys to the
database as system users. However, it is possible for an attorney to add another attorney
to a case, and to the database, during case opening. The new attorney would NOT have
filing privileges. In order to obtain those privileges, the attorney must make the proper
application to the court and, if approved, a member of the court staff with appropriate
permissions could assign alogin and password.

(Updated: July 2003)

8. What should an e-filer do if the document he or sheisfilingisnot listed in
the pick list?

ANSWER:  First, check the Event List (last section) in the Attorney User’s Guide.
Search for the event you need in this voluminous listing. If the event is not there, call the
CM/ECF Help Desk at 202-565-2521 BEFORE YOU FILE. (August 2004)

0. Will e-filersbe able to accessthe CM/ECF system after the court'sregular
business hoursto file casesand review documents/docket sheets?

ANSWER: Except when otherwise noted on the system’s main web page, the system
isavailable 24 hours aday, 7 days a week. The court’s CM/ECF Help Desk will be
staffed from 9:00 AM to 4:00 PM Monday — Friday with a court member to answer
guestions. (Updated: May 2004)

10.  Can any member of the public use CM/ECF to file documents with the
Court?

ANSWER: No. TheU. S. Bankruptcy Court will be allowing admitted attorneys,

trustees, and some creditors/creditor attorneys to register for e-filing logins and
passwords. (Updated: May 2004)

Updated February 2005
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11.  Can thegeneral public view CM/ECF cases and the documentsin those
cases?

ANSWER: Accessto view cases and documentsin CM/ECF is available to anyone
with a Public Access to Court Electronic Records (PACER) login and password. PACER
offers convenient electronic access to case file documents, listing of all case parties,
reports of case related information, chronologies of events entered in the case record,
claim registries, listing of new cases, judgments or case status, and a calendar of events.
However, as aresult of the policy recently adopted by the Judicial Conference, the public
cannot view documents filed in civil Social Security Appeal cases or criminal cases.

To defray the costs of PACER and CM/ECEF, the Judicial Conference has set a fee of
seven cents per page for electronic court data via the internet, except for calendar
information, for which there is no charge. The fee applies to all users, although courts
may exempt certain persons, such as indigents or bankruptcy case trustees. Parties
entitled to documents as part of the legal process receive afree electronic copy, although
they will be charged for replacement copies, whether in paper or electronic form.
(Updated: July 2003)

12.  Will someone submitting a long document monopolize the system to the
detriment of other users? How long will it take to transmit/receive lengthy
documents?

ANSWER: A user submitting alarge document to CM/ECF will not interfere with
other users access. The system uses web technology that is designed to service large
numbers of users simultaneously.

The time it takes to transmit or receive a document primarily depends on the user's
Internet Service Provider (ISP), modem speed, and the size of PDF file being transmitted
or received. Generdly, the larger the file, the longer it will take to load. Local courts may
restrict the size of certain types of documents by local rule or policy, just as they do
currently.

The CM/ECF system will accept both text and image PDF files. The text PDF fileis
usually the result of saving a document from aword processor in PDF format using
Adobe Acrobat PDF Writer. The image PDF file is usualy created by scanning a paper
document in PDF format. The text file can be transmitted to the CM/ECF application
faster than the image file because it is much smaller in size. While the difference in speed
is usualy not noticeable in a one or two-page document, the difference can be significant
when a document reaches about 20 pages in length.

Attorneys may submit attachments that are extremely large (more than 50 pages) that will
take along time to download, even in text format.

Updated February 2005
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We suggest that each court establish filing procedures that encourage attorneys to file text
documents, whenever possible, to break lengthy documents into logical pieces that can be
uploaded and downloaded separately, and to label each piece with a descriptivetitle. This
will not only reduce the filing time but will also allow users who wish to access the
document(s) to download only those portions needed, thus saving time. (Effective: July
2001)

13. When a user files a pleading with the court does the system automatically
serve the other parties or doesthe user have to do something extra to serve the
others? And, do the other partiesjust get notification of afiling or do they get the
actual document?

ANSWER: When adocument isfiled in CM/ECF, a Notice of Electronic Filing
(NEF) is automatically generated and e- mailed to only those who have registered for
ECF and/or requested NEF in the case, as well as to any registered user who has
requested to receive NEF in the case. The NEF includes the text of the docket entry, the
unique electronic document stamp, alist of the case participants receiving email
notification of the filing, and a hyperlink to the document(s) filed. All recipients will
receive one free look at the document.

The court will have alocal rule or administrative procedure authorizing service through
CM/ECF, the automatic sending of the NEF with the hyperlink will constitute service on
all parties registered for eectronic-filing with the court. Thefiler (including the court
filer) is responsible for serving the parties who are not registered for electronic-filingin a
manner authorized by the federal rules of procedure. (Effective: May 2004)

14. How doesthe court handle the following non-electronic filings: (1) documents
that are not, or cannot, be rendered into PDF format; (2) pro selitigants who do not
have access to a computer; and (3) counsel that do not have computer s?

ANSWERS:

@ Documents that can be scanned can also be stored in PDF format. Documents
that cannot be scanned (due to oversized pages, poor quality or excessive
length) can be maintained in a paper file. The corresponding docket entry for
such documents would contain a note or hyperlink to a note stating that the
document is not available electronically.

2 Pro se litigants may not file pleadings electronicaly.

3 The Court will become a mandatory e-filing court on 6/1/05. At that time, if
an attorney does not have the hardware or software to e-file, they may use the
equipment in the U. S. District Court’s Lawyer lounge on the 4" floor of the
courthouse.

(Updated: February 2005)

Updated February 2005
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15. Describe the court's claims process. How arelarge attachmentsto claims
managed? How are claims activities monitored? Arethereany special
accommodationsfor cases with thousands of claims?

ANSWER: Attorneys and other CM/ECF participants can prepare the proof of claim
as aword processing document or in a bankruptcy preparation software program, convert
it to a PDF document and submit it to the court. If aclaim has alarge attachment, the
attachment can be broken down into several smaller attachments or it may be filed in
paper, over the counter. It is best to call the court’s CM/ECF Help Desk for specific
instructions.

The U. S. Bankruptcy Court for the District of Columbia will be allowing certain

creditors to register for limited access to CM/ECF for the purpose of filing claims and
related pleadings. (Effective: May 2004)

Updated February 2005
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SYSTEM CAPABILITIES- FILING

1. How will CM/ECF handle thefiling of motions or other actionsin multiple
cases (e.g. trustees filing objectionsto claim in several cases)?

ANSWER: Bankruptcy CM/ECF has a "batch filing" feature. The user will see these
events listed in a pull-down menu. After selecting the event, the user is presented with a
box in which multiple case numbers can be entered (or alist of case numbers can be
"pasted in" from a previously created document). The application then prompts the user
for the appropriate PDF document to be attached to the event for each casein the list.
CM/ECF dso has a“multi-casefiling” feature that allows Chapter 7 trustees to mass-
docket Reports of No Distribution and Letter to the Clerk Regarding Possible Dividends.
(Effective: July 2003)

2. Does CM/ECF check for duplicate filings when a user opens a case, or when
a party nameisentered will the system alert the user to other casesin which the
filer appears?

ANSWER: The CM/ECF software does not automatically check for duplicate filings.
However, when adding a participant to a case, a pick list is presented with the names of
parties that are already in the database. This provides a limited comparison. In
bankruptcy cases, the ability to search by social security number in the Query function
can assist courts in identifying duplicate filings. Providing the court staff and the bar with
comprehensive training on case opening will be akey factor in avoiding this problem.
(Effective: October 1999)

3. Can CM/ECF accommodate recorded audio files (e.g. WAV files) as part of
the case record?

ANSWER: At this point, CM/ECF will accommodate only PDF text files or PDF image
files. (Effective: July 2003)

4, How does the system handle the filing of a multi-part motion?

ANSWER: The types of motions that an attorney or trustee can file are displayed in a
drop down window. Theuser can select oneor alist of motions, using the control key
and themouse. The filer should select as many different motions from the list as
required to accurately reflect the relief actions sought. CM/ECF then processes each of
the motion parts, one at a time, leading the filer through the steps necessary to complete
each part. Orders ruling on multi-part pleadings can dispose of each relief separately.
(Effective: October 1999)

Updated February 2005
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5. When a user files a pleading with the court does the system automatically
servethe other partiesor doesthe user have to do something extrato servethe
others? Do the other partiesjust get notification of a filing or do they get the actual
document?

ANSWER: When adocument isfiled in CM/ECF, a Notice of Electronic Filing
(NEF) is automatically generated and e-mailed to only those who have registered for
ECF and/or requested NEF in the case, as well asto any registered user who has
requested to receive NEF in the case. The NEF includes the text of the docket entry, the
unique electronic document stamp, alist of the case participants receiving email
notification of the filing, and a hyperlink to the document(s) filed. All recipients will
receive one free look at the document.

The court will have alocal rule or administrative procedure authorizing service through
CM/ECF, the automatic sending of the NEF with the hyperlink will constitute service on
all parties registered for electronic-filing with the court. The filer (including the court
filer) is responsible for serving the parties who are not registered for electronic-filingin a
manner authorized by the federal rules of procedure. (Effective: May 2004)

6. Will the system support scanned documentsin color?

ANSWER: Yes, the system does support scanned and all other documents in color.
However, the size of scanned and color documents is considerably larger than that of
documents generated through word processing. Larger documents will take longer to
load into CM/ECF and longer to retrieve for viewing purposes and will impact the system
performance. Any file larger than 1.5 mega bytes (MB) will not pass through the court’s
CM/ECF system. (Updated: May 2004)

Updated February 2005
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PORTABLE DOCUMENT FORMAT (PDF) Files
1. What is Adobe Acrobat?

ANSWER: Adobe Acrobat isacommercial software package that enables you to save
your document in PDF. The most recent version, 6.0, is available from retailers for
approximately $220 - $299. The discount that Adobe previoudly offered to attorneys has
been discontinued. However, there may be volume discounts that attorneys can receive if
ordering multiple copies for their firm. Contact Adobe for more information. (Updated:
July 2003)

2. How do | create a PDF fileand how do | ensurethat the printed copy of the
document matches the public/docketed version?

ANSWER: Follow these steps:

a When creating a new document to be filed, before writing the document, first
change the print driver from the default printer (e.g. HPSSi) to "Acrobat PDF
Writer" by selecting File/Print and then selecting "Acrobat PDF Writer" as the
current printer.

b. Write your document and when finished, select File/Print. Ensure that
"Acrobat PDF WRITER" is selected as the printer and then name your file
(and place it in the proper directory) and click OK. The file will be created
with a.pdf extension. In doing this, you are not actually printing your
document to a printer; instead you are saving it to afile. To print a physica
copy of the document, open the newly created PDF file and print to your local
printer. Always print from this PDF file, rather than the word-processed file
that created it to ensure that the paper and electronic versions are consistent
with each other.

Alternatively, you can set the printer to "Acrobat PDF WRITER" after the document has
been created to save it to a PDF file. However there isa possibility of introducing a
formatting discrepancy, if for instance, a page break is not the same in the PDF file asit
was in the word- processed file.

Adobe Acrobat 5.0 was tested for its ability to maintain font integrity through
conversions to PDF of documents created in WordPerfect version 8 and Microsoft

Word 97. All of the 32 fonts tested were done with a 12-point size. The results show that
while characteristics of some fonts were lost in the conversion (e.g., appeared smaller),
every font conversion produced legible results and none produced a problem with either
character spacing or character overlap (superimposition). The results of these tests are
below. (Effective: June 2001)

Updated February 2005
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Fonts that maintained integrity in the conversion from WordPerfect 8 to PDF:
Albertus Extra Bold Courier New
Albertus Medium Bold Haettenschweiler
Antique Olive Impact
Aria Letter Gothic
Aria Black Letter Gothic MT
Arial Narrow Book Antiqua Line Printer
Bookman Old Style Marigold
Century Gothic Modern
Century Schoolbook Symbol (2 styles)
CG Omega Tahoma
CG Times New Roman
Clarendon Condensed Bold Times New Roman (bold)
Comic Sans MS Universe
Coronet Universe Condensed Regular
Courier Verdana

Fontsthat were altered in the conversion from WordPerfect 8 to PDF:
Coronet - appears much larger and in a different font, an Adobe default font
Line Printer - appears much larger and in a different font, an Adobe default font
Marigold - appears much larger and in a different font, an Adobe default font

Fonts that maintained integrity in the conversion from Word 97 to PDF:
- Aria Garamond

Aria Black Haettenschweiler
Aria Narrow Book Antiqua Ilmpact
Bookman Old Style Letter Gothic
Century Gothic Symbol (2 styles)
Century Schoolbook Tahoma
CG Times New Roman
Comic Sans MS Universe
Courier New Verdana
Courier Universe Condensed Regular

Fontsthat were altered in the conversion from Word to PDF:

Albertus Extra Bold - bold characteristic lost, appears in a different font, an Adobe
default font

Albertus Medium Bold - appears in a different font, an Adobe default font
Antique Olive - appears much smaller and in a different font, an Adobe default font
CG Omega- appears much smaller and in a different font, an Adobe default font
Clarendon Condensed Bold - appears much smaller and in a different font
Coronet - appears much larger and in a different font, an Adobe default font
Line Printer - appears much larger and in a different font, an Adobe default font
Marigold - appears much larger and in a different font, an Adobe default font
Modern - appears in a different font, an Adobe default font
Times New Roman (bold) - appears in a different font, an Adobe default font

Updated February 2005
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3. Can you search a PDF file that was created by scanning original hard copy
documents?

ANSWER: Itispossibleto do full-text search of PDF text files but not PDF scanned
files. However, an option with scanning is Optical Character Recognition (OCR), where
the scanning software attempts to convert each letter to text. (The Adobe Capture
package allows conversion of scanned pages to PDF files that are text searchable, using
an OCR process.) The drawback is that the OCR process is generally about 95% - 97%
accurate and each mistake that is made in the conversion must be fixed by the person who
scanned the document. This can take a fair amount of time, especially with alarge
document.

The full-text search capability in CM/ECF, a program called Webinator, has been used by
some of the courts, but not extensively to date. Because this program is installed on the
court'slocal server, it is available only to court users. (Effective: June 2001)

4, Arethere benchmarks on thereationship between the number of pages and
the PDF file size?

ANSWER: PDFtext files average 2.5 KB per page, with arange of 2-6 KB. PDF
image files average 65 KB per page, with arange of 30-150 KB. Appropriate
calculations can be based on this per page average. (Effective: June 2001)

5. Arethere benchmarkson thereationship between the Wor dPerfect or Word
file size and the PDF file size?

ANSWER: A PDF text file (using a standard font) is approximately 5-10% smaller
than the corresponding WordPerfect or Word file. (This assumes that the PDF file was
created with a standard font. Non-standard fonts will significantly increase the size.)
(Effective: June 2001)

6. What are some of theimaging procedures used in the courts? What are the
size limitations of scanning?

ANSWER: ThereisaPDF section in our User’'s Manual that addresses creation of
PDF files. A suggested guideline for scanning is to break up large documents, limit the
image to no more than 1.5 MB, and save the document as a PDF file. Attorneys should be
trained to set up their scanner software to not use color and save the document as a PDF
file instead of a .txt file. (Updated: July 2003)

Updated February 2005



DCB CM/ECF FAQs Page 22

7. Arethere benchmarkson therelationship between the dpi setting, the size of
thefile, and the length of time that it takes to scan?

ANSWER: A 100 page document that is scanned on a Ricoh |S-430 scanner (rated at
30-45 pages per minute) at a 300 dpi setting produces afile that it 6.97 MB; it takes three
minutes and 85 seconds to scan. The same document that is scanned at a 150 dpi setting
produces afile that is 3.67 MB and takes two minutes and 25 seconds to scan. Keep in
mind thet the U. S. Bankruptcy Court will not accept afile larger than 1.5 MB

(Effective: June 2001)

8. How does CM/ECF verify theintegrity of the PDF documents?

ANSWER: CM/ECF usestwo programs to verify the integrity of PDF documents -
PDF check and ChkDocs. ChkDocs is run nightly on the CM/ECF live database and
checks for documents that have "signatures’ that have been atered. It then writesto alog
file on the inside server and sends an e-mail to the designated administrator.

PDF check automatically analyzes the structure of each PDF document that is uploaded
into CM/ECF to ensure that it does not contain any action, such as viruses, within it that
could be dangerous to the host machine or any PC accessing the document. It also
collectsinformation as whether the document is, in fact, a pdf document, if it is
encrypted, and the number of pages. The Utility menu on the CM/ECF application
contains a menu option to "Verify a Document” should a user wish to run the PDF
CHECK program. (Effective: February 2002)

0. | received an error message stating, “ Document is too large to browse and
attach”.

ANSWER:
- Open your filein Adobe Acrobat, and along the left margin of the Adobe

application there should be four tabs: Bookmarks, Thumbnails, Comments, and
Signatures.
Left click on Thumbnails, and along the left margin there should see "thumbnail "
images of each page of the document.
Hold down the control key on the keyboard and left click on afew of the page
images in the left margin. When page images are highlighted, release the control
key. Keeping the mouse in the left margin with the images highlighted, right click
on the mouse. A pop-up window should appear.
Left click on the option "Extract Pages'. Another pop-up window will appear
verifying which pages are to be extracted.
Verify and/or change the page numbers.

0 Place acheck mark in the box to the left of "Delete Pages After
Extracting”. Click "OK". Adobe will then open awindow containing the
extracted pages.

Save this under a new name. The size of the original document has now been
reduced

Updated February 2005
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When uploading the document into CM/ECF, upload each of the files containing
the full document. (August 2004)

Updated February 2005
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CM-ECF Glossary

Adobe Acrobat

Application used almost universally to create and view "PDF' documents.
"Adobe" created the "PDF' format.

Attachment

An additional supporting document (in PDF format) filed electronically with a
pleading. Proposed orders are attachments to motions and applications. In
order to include an attachment with your pleading, change the default from “No”
to “Yes”. (See Figure 1.)

Zelect the pdf document (for example: CA19%ewd01-21 pd
Filename

I Browse.. |

Attachments to Document: & Mo © Yes

Next| Clear | Figure 1

Automatic E-mail Notification

A CM-ECF feature that permits any user to receive notification of the filing of a
case or document via e-mail. Users can choose to receive separate notifications
throughout the day or an end-of-day summary.

Browse

A Windows operation of navigating through directories via a mouse to select a
specific file. Every time you file a pleading, you will “browse” to locate and the
proper PDF document associated with your pleading. (See Figure 1.)

U. S. Bankruptcy Court for the District of Columbia May 2005
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Browser

A browser is a software program which provides a user-friendly interface
allowing a user to access information and services available on the Internet. The
browser programs interpret Hypertext Markup Language (HTML) documents
delivered from WEB servers. Netscape Navigator and Internet Explorer are the
two most popular WEB browsers. Only Netscape Navigator is guaranteed to work
with CM/ECF.

Category
In CM-ECF, a category is a classification of similar document types. Category

selections appear as hypertext links under the Bankruptcy and Adversary menu
selections. (See Figure 2.)

Bankruptcy Events

AnswenFesponse. ..
Appeal

Claim Actions
Creditor Maintenance.
File Claims
Mhscellaneous
MMotens/Applications
Multi-Case Docleting
Motices

Open a BE Case

Plan

Crder Tpload

Figure 2

Check Box

A control object a user can click to include choices from a list. Check boxes are
designed so that you can chose one or more items from a list. (See Figure 3.)

TOr J/JraUU) 8t Uaisu FINL L OWTIOOm 4. 11w )

Notice of Opportunity to Object Filed by Wawy Federal Credit Union . (Re:
Related Document(s) #[707] Amended ApplicationMlotion ) Objections due by
3/9/2005. (mw)

Motion to Extend Time Period. Filed by Earline T Watson (Attachments: # (1)
Proposed Order) (Attorney, Training 3)

Motion to Extend Tine Pened. Filed by Earlne T. Watson (Re: Related Document
(g) #[42] Order of Disrnissal With Prejudice for Falure to Pay Filing Fees in Full
of to Otherwise Show Cause.) (Attachments: # (1) Proposed Order) (Estevesa,
Brenda)

Mext| Cear| Figure 3

r 02/2272005

]
ey

0212372005

0212372005

A =
(=~

saxoq Y23y)D
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CM-ECF

Case Management/Electronic Case Filing is the Administrative Office’s new
application that will revolutionize the way we do business, completely replacing
BANCAP with "next generation” case management capabilities. With CM-ECF
attorneys can file cases and documents electronically via the Internet.

Default

A Default is a common suggested value displayed by CM-ECF on a screen. Like
BANCAP, many fields in CM/ECF have common values suggested. If correct,
you may accept them; if incorrect, you type over them.

Docket

The act of placing a document on the court’s docket electronically (synonym:
file).

Document Type

In CM-ECF, Document Type describes a specific filing or event with similar
characteristics within a case which behaves uniquely from other document types.

Drop Down Box

A window listing selections of data alphabetically in a text box. They are used
throughout CM/ECF for making selections. When you see the selection you want
to make, click to highlight it. To make multiple selections, hold your control key
down when making the second (third, etc.) selection. (See Figure 4.)

Amended Motice -
Appearance (Add Party to hMatrix)

Appearance [Attormey)
Appointing Successor Trustee
Assign/Transfer Claim
Change of Address
Consumer Debtor

Hearing hd

ﬂl Clear | Figure 4

U. S. Bankruptcy Court for the District of Columbia May 2005
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Electronic Deficiency Notice (EDN)

When an e-filer mis-files or fails to file the appropriate pleading or PDF, or does
not make the appropriate associations between two or more pleadings, the case
administrator will issue an EDN notifying the e-filer (and all other e-filers in the
case) of the problem. The e-filer must correct the problem within 72 hours of
receiving the EDN.

Since all e-filers receive electronic notification of all activity in their cases, even
the parties who did not file the incorrect pleading will receive notice of the EDN.

Event
In CM/ECEF, the term event refers to a pleading. Any of the pleadings or
selections in a drop down box, may be referred to as an “event.”

File
The act of placing a document on the court’s docket electronically (synonym:
docket).

Hypertext (HTML) Link
A hypertext link is a URL imbedded in an html (hypertext markup language)
document most often underlined. It permits the user to move from one area (or
topic) to another in a Web based program.

Notice of Electronic Filing

An electronic document produced by CM-ECF which certifies each filing with
the U.S. Bankruptcy Court.

PDF Document
A "Portable Document Formatted" document is a type of imaged document
created by Adobe Acrobat. To be filed in CM-ECF, all documents must be
in"PDF" format with the exception of the creditor list (matrix) which must be
uploaded in a text (.txt) format

Pleading

The legal document you are filing with the Court.

U. S. Bankruptcy Court for the District of Columbia May 2005
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Radio Button

A round selection button used to choose items from a list.
Radio buttons are designed so that you can chose only one item.

Upload

The process of browsing to locate the PDF document for your pleading is referred
to as uploading the PDF. (See Figure 1.)

This Court also has a separate event or pleading called “Order Upload.” This is
the pleading or event used to file or “upload” orders into the Court’s separate
electronic order (E-Orders) processing program. The E-Order program allows the
Clerk’s Office, law clerks, and Judge Teel to process and manage all orders
electronically. (See Figure 5.)

[Bankruptcy Events

AnswenResponse..
Appeal

Claitn Actions
Creditor Maintenance..
File Claims
iscellaneous
Motions/Applications
Wulti-Case Docleeting
Motices

Open a BE Case

Flan
q Crder Uplead  Figure 5

Please see the Orders section of this User’s Guide for specific instructions on
how this Court requires proposed orders to be filed. First, you must attach
your proposed order to your motion, and second you must upload the order
into the Court’s E-Order program.

URL

URL is short for Universal Resource Locator. URLS are the naming scheme used
to find Web pages. A URL is similar to a street address. The URL for the U.S.
Bankruptcy Court for the District of Columbia website is: www.dcb.uscourts.gov

U. S. Bankruptcy Court for the District of Columbia May 2005
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Clicking on the (Help) icon

feature is available throughout the CM/ECF application.

will display information about these categories. (SeeFigurel.) This

To close the Help screen, click on the “X” control box in the upper right hand corner of the Help screen
or click the [Closeg] button which is located at the bottom of the help screen.

The CM/ECF Help Desk is another resource for CM/ECF questions and problems.

Please call 202-565-2506.

Banlaupety Events
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Accessing CM/ECF

CM/ECF is aweb based software program. At this time Netscape Navigator 4.7 (or earlier
versons) and Internet Explorer 5.0 web browsers have been tested and recommended for use
with this program. CM/ECF court users process cases through the federal courts restricted
intranet while attorneys and other public users will submit pleadings and view case data from
the internet. Both court and externd users have different levels of access to screens viamenu
sections and functionality as determined by their needs.

STEP1

NOTE:

STEP 2

To access the court web site, open Netscape Navigator and enter the URL
(address) of the court’s computer in the browser’s Location or Addressfield.
(See Figure 1.) Familiarity with browser navigation and functiondity is
recommended for successful and efficient use of this system.

a ShowIndex - Microsoft Internet Explorer

I File Edit \Mjew Favorites Tools  Help

‘ wBack - = - () (8] 31| Qisearch [Favorites o4

I Links &]Customize Links & Free Hotmail &7 Windows .Free

‘.ﬁ.ddress I@ https:jfect . dcb.uscourts, oy

Figurel

For quick access to thissite in the future, set a bookmark or creste a button on
your navigation bar, (See Figurel.)

The Back button o Onyour Netscape navigation bar
Eack
can be used to back up in case processing or queries at any time. Y ou will find
that the Back button and the Forward button
&  Will dlow you added flexibility in case processing.

Faneacrd

The CM/ECF CERTIFICATE NAME CHECK screen may display next.
Y ou may see aseries of security screens amilar to this.

U. S. Bankruptcy Court for the District of Columbia July 2004
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E'!-Z-'l'-'ur'liﬁ:-ﬂn MHainae Chesk - Hatecaps

H.  Certificate Name Check

“ha SGartinZ£ta that t-€ =s1ks *Eiiwb tesk cch.t=C.Lsc3Lrzs Jov has Fresaated
oo ol corrbain Lhie coereel sioe riaene, 1o is posible, Lhoac b uinl kel Lhial
sZmed~€ may ba brviac to 1m2acxEpt your Zomruniz=t o with this site, 2T you
Sorps s Lo cor Lifeale wopoeer bro o dows ol Beodoy g Lo Lhe il e arwe
coqaracting Witk Clease canca “ha Zcnneckia- =rd notity the Site

T T T VT R

Hure i b CocLifioo L Lhal s ocirng proocnibo:

iortificate for:  adm nizzrativs Office of the Linitcd Stat=s
Sigaed by Zourts

Eric gy i I=a Lalo = _curily, omie,

Cizcrs GErads (Po«4 ZHpo T wikth 40 bk
Sl _ Mo, |

Figure 2

@ Click [Continue] and read the security information until the [Finish]
button appears.

STEP 3 L oginsand Passwords

Internet users (attorneys, trustees and, in some courts, certain creditors) will use
two sets of logins and passwords, one for CM/ECF filing and the other for
Public Access to Electronic Records (PACER) access for queries and reports.
Regigtered Internet users will see alogin screen as pictured below. (See
Figure 3.

ECF/PACER Logln

Matice

Tery iz w Fraleivked s ik Ze 050 id Jonz Fusiiaa s cely Cocoibaicod sl oo neadildood and sacen s,
puamdim s-Tre & 7713 T s lekvidsoonb nszaouaziom bigad

Instructlions

Endez ~onn ECF Lo win mnd prosasewi S clonls s kg v aebinca, oo doen o s ki squskova vl
wnn TETTE e speaeanl Puon o omens- - FETST pm ookl e PR Savin Loal

wcl=lich snos=e =il o e ovg eaand re s Pleacaees pezeiemanre ges s b ke Pt Serwics Tands
b oo AR R T B R T

Fmaeesn fer 3 sz g ppavead op ke Tekaa D oelmeens s Taiins T il Buplana
hamwin il sz ol ir neal 0 asmn & R ad b gz g o FECFR Lo b
e bag=rr S Pyt o and 7 iaaenanhitise snls aeweT LTS gin sl Laesmard "l ar s e
Frosndsd To By L AU G A & rehas Eh Ak A Faenon b Sk Tl code cas b up s kT i
RN A ae ST N2

Siniha nrendlinn
Log =
I el

clerl soee: |
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Figure 3
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Participants will initidly enter their CM/ECF login and password which has
been issued by the court on this screen. Thislogin and password dlows
electronic filing of documents, not access to reports or queries.

Theuser’slogin and password are the electronic equivalent of thefiler’'s
signature.

Your Login and Password fields are case sensitive. A login of thomask
should not be entered as ThomasK or THOMASK. The password cannot
exceed 8 characters and should not include specia characters (%,#,%,%).

Theclient code field is optiona and is used for PACER usersto associate this
activity to specific cusomers.

If an error is made entering login and password information  before submitting
the screen, clicking on the [Clear] button will delete the data and dlow you to
reenter information.

Thislogin screen will subsequently appear when web users select any report or
query selection from a CM/ECF menu. The PACER program charges 7¢ per
page. After running areport or query, a PACER summary of pages and cods
will appear a theend. A user will be advised of how many pages have been
selected before accepting the information and/or charges for pdf documents

only.

PACER information and regigtration is available at http://pacer.psc.uscourts.gov/

The PACER Service Center hills users only when annua usage exceeds $9.99,
eg., If on December 31, a participant owes $9.56, no bill will be issued for that
year and anew hilling cycle will begin January 1 of the next year. Copies of
caefiles are till available at the court for $.50 per page.

All users are persondly responsible for activity with their logins. Participants
can dso be given access to maintain their login and password, address and e-
mail preferences.

The PACER ste also offers free Internet access to a series of CM/ECF
tutorids for attorneys and other web users through a series of Computer Based
Training (CBT) modules. No login or password or charge is required for this
feature. The lessons can be done a your PC in individud modules at the
convenience of the student. Screens replicate the CM/ECF environment and
areinteractive.

U. S. Bankruptcy Court for the District of Columbia July 2004



CM/ECF Accessing CM/ECF - Page 42

Accessto thisresourceis available at
http://mwww.pacer.psc.uscourts.gov/ecfchbt/.

STEP4 The CM/ECF MAIN MENU screenispictured in Figure 4.

U5, Hanbkrupley Court
Dlinited Sates Baipkiipley Cairt Tor e District of O slimbsia

EHTichal Cenirl Electromic Dociment Filing Sysfein

CMYECF V14

o W el Dhaiartrsd §LAR0 an B dadien a0 Firaina! S
Fude of Aombropay Mmosdue R L Modaacs of carscionned o oot el astrag e b fn

Figure4

Access to the various modules are provided by the blue Main Menu Bar at the top of
the screen. Each sdlection isahyperlink to another set of options or hyperlinks dlowing
participants to file documents, query, view or print a docket sheet, generate reports or
maintain the sysem.

Thismenu is aso used to exit the system. The preferred method to exit CM/ECF isto
click the Logout hypertext link on the CM/ECF Main Menu Bar.

Public Access

Bankruptcy case information on CM/ECF is available to the public through participating
court Internet sites. For ingtance, the bankruptcy court in the Eastern Didtrict of Virginia
can be accessed by typing this URL, www.vaeb.uscourts.gov, in the Location Box of
your browser. A PACER login isuniversa and may be used a multiple courts for
access to reports and queries.

Inquiries can be made through Public Case Query which provides search capabilities
by case number or name. (See Figure5.)

U. S. Bankruptcy Court for the District of Columbia July 2004
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Figure 5

PACER gives participants access to a CM/ECF court calendar, a cases report, clams
register, creditor matrix and case docket sheets. Thisinformation is current and is
updated with activity in red time.

CM/ECF registered users can subscribe to eectronic notification of any filing on any
case within the digtrict. These notices are received through the participants e-mail
program. Notices can be monitored throughout the day or by requesting adaily
summary of activity of al the cases they have sgned up for. Every user can accessa
copy of the PDF document that has been filed once without charge. It is advisable to
save or print thisfile. Subsequent requests through the document’ s hyperlink will
produce the standard PACER login screen and the user will be charged the appropriate

amount per page.

U. S. Bankruptcy Court for the District of Columbia July 2004
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Maintain User Accounts

The CM/ECF login provides registered users the ability to submit pleadings dectronicdly to the
court. Public users (attorneys, trustees, and creditors) must dso log into PACER to inquire on
cases or look at reports. Existing PACER logins and passwords will be accepted.

Non-court users can access their own account information through the_Maintain Y our ECF
Account menu. Using this option, participants can update their name, mailing and E-mall
addresses, phone and fax numbers, and password. Users can therefore control the accuracy of
ther own information in atimely manner.

This module explains how attorneys and trustees can update:

user name, address and other party data
E-mall information

eectronic noticing preferences

user login and passwords.

> & & o

This module will assume that the internet user has accessed the
court’sweb site with their court-assigned CM/ECF login and password.

STEP1 After dlicking on Utilities on the CM/ECF Man Menu bar, sdect Maintain Y our ECF
Account, which isfound under the Your Account sub-menu. (See Figure 1.) Your
UTILITIES screen may vary from the one displayed in this example.

Nenkrpbey  « Afwarsary o (uUeRy o RBaparte - DHIHRR « I Agoat ‘?

Fome At
Marsar e 10 Aeeat
L U o gy TR T ) By

T.Tier allsmanns
M arings

Sl e Szl

Figure 1
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STEP 2 Y our user account screen will appear displaying your current account information. (See
Figure?2)
. Update your persond information on this screen. When it is correct,

click [Submit] to save the changes. If the [Submit] button is not used,
the record will not be modified.

. The [Email information...] and [More user information] buttons
provide further screens to modify your user profile. The following pages
will explain these featuresin more detall.
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Figure 2
STEP3 TheE-MAIL INFORMATION screen presents options for control of your

electronic natification on each court's CM/ECF system. (See Figure 3.)

Y ou can request e-mail copies of natification on al cases to which you are aparty or
only on specific cases. You can receive e-mail activity throughout the day or adaily
summary of dl noticing activity. “All activity” indudes natification of damsaswdl as
other entriesto a case.

Each e-mail will include the case number and name of the docket entry in the subject
line of the mail message.
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Primary E-mail address. This address must be formatted to Internet protocol
or an error will be generated. It may be prudent to establish a separate E-mail
account for CM/ECF activity from your routine E-mail correspondence.

Send the notices specified below...

O

to my primary E-mail address
To activate CM/ECF natification you must first check the box next to
your E-mail address.

to these additional addresses

Y ou may have notices sent to other E-mail addresses besides your
primary E-mail address. (Pardegds or chambers staff may want to
ghare this natification activity.) When entering multiple E-mall
addresses, separate each address with a semi-colon.
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NOTE:

NOTE:

O Send noticesin casesin which | am involved
Checking this box will automaticaly inform the user when any filing has
been submitted in a case where this person is a participant. Chapter 7
pand trustees and offices of the U.S. Trustee may find this
advantageous for new filings aswdl as routine case activity.

Send noticesto these additional cases

Y ou do not have to be a participant in a case to receive notification of
activity. Trustees and attorneys can elect to be notified of activity in
casesin which they have an interest but are not parties to the case.
Court and chambers staff can monitor cases through this process aso.
It is possible to select both options.

Thislist ismaintained by each user. Asyou are involved in more cases or as
cases close, you must update this screen.

Send anoticefor each filing.

Checking this box means you will receive E-mail notices when activity occurs
throughout the day to the account(s) specified above. Thetitle of the E-mail will
describe the type of filing and the case number.

Send a Daily Summary Report
A comprehensive list of one day’s activity can be sent once aday. Notifications
for damswill dso beinduded in thismall lig. (See Figure 3a.)

A Summary report includes the case numbers and titles of casesin which
activity occurred for that day. The text of the Summary E-mail natification will
display the docket event and the document number (including the hyperlink).

Y ou cannot elect to receive both separate notices and the summary report.
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Bruce Williams  11/26/2001 8511 Summary of ECF Activity

99-11228-Img Michadl Holdman and Wendall Holdman Notice
of Appearance 5

5-01-50021-Imc John Aadams and Mary Aadams Pr oof of
ClamFiled 1
5-01-50021-Imc John Aadams and Mary Aadams Pr oof of
Claim Filed 2

Figure 3a

¢ Format notices
Enter the E-mail delivery method. This selection will be determined by your E-
mall type.

O html format for Netscape or 1SP E-mail servicer
The html format will include hyperlinks to the document or
dam. (See Figure 3b.)

atice of Eleszone Fling

The fxdevwing trarsanist was rezzved frotm Clarence I Zongrdsie entered on %102
ab A0 AT C2T and Bl=d on 2202002 50T

Case MNarns: Lral = | Lvanru="s

[Crse Wmnhee -

Lovamnenl Mwobes; 21

Dhacket Text:

Clechion e Zanu Toee oy Diacler Dule T D el Cafile oz, Juch

Figure 3b

O text format for cc:Mail, GroupWise, other E-mail service
Text format will feature the URL of the PDF document which can be
copied and pasted into the location bar of your browser.
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Notice of Electronic Filing

The following transaction was received from Abraham P. Bellows on 1/23/2001 at 3 :51
PM CST

Case Name: William Wonka

Case Number: 97-13259 https://bkecf-train.aottsd.uscourts.gov/cgi-bin/DktRpt.pl ? 252
Document Number: 2

Figure 3c

Figure 3c shows an example of atext formatted notice.
¢ When you have entered your E-mail preferences, click on
[Return to Account screen].

. Click on [Submit] to save the changes.

STEP4 TheSELECT THE CASESTO BE UPDATED screen will then appear for the user to
select the effected cases. (See Figure 4.)

Rardruptry - adwrrsary ¢ uery o RBeprcts - HHIHES - gt ‘I

Sparching fat aviemg Artnmey Tiaenede

Select he casey L be opdated

DATTTELN B pone amdkind mumr Geond TGk sah 0 Soa st s e 2wy sny ey S s - e k8 B covemsded Ay
SO0 Lo v rhl R L0 By rosn 1 et s Toatimn s oy srh e atess i S veonrays DL R g caees e it

s . \ ) \ - :
Ttk B gmeetoun mzack e Slan menen: dese eshean e soanem ag o st

SEFILE Toady Houze

TralAFE Yl
TemA 1S drban Pvoman andtands e e
frzd HIZA ckae Ixercan and“ends e o or
o2 A00E s el
o= 1-10000 Sz S

AR B N 1 B F e
EELEL L AT A o
b ro Y SR TR =l

Suamz Clen

Figure 4

NOTE: Modificationsto NAME, SSN, TAX ID, or BAR ID will automatically update ALL cases.

¢ Select desired cases and then click [Submit].

The screenin Figur e 4a is used to confirm the information which has been submitted.
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If you checked any of the boxes for sending notices for each filing, or sending a
Summary report, this screen will indicate the option is turned “on”.

Any additiond case numbers (and hyperlinks) will be displayed under the Case list:
heading. If invaid case numbers were entered, you will recelve an error message after
submitting the data and be given the chance to back up and enter avaid number.

EECF Bankruptoy - adwersay - Query - Rpparts - Ltltkes - Logout 'Q

R NP TR PR TE T
“Tpdate Zerzec Friz D300 51

She update sear rvocezznl, pad S0 M Ll wdios
e up e sear svo ez,

Selup gl v na 2o e arlze b L Nl
ens 1o Fravdam i vl caser <o whin- sxrrearese s g Lartr —o

W 110 ds Laedr s dale aed Larkora aazdole

2ol oches ok sl s dhngs B seleched Darer— g
R a3 i = =

Az e maldvhbes: JoWlaeog ez nz,
ddriang =-ral didreae

Figure 4a

STEP5 If youdick on Moreuser information from your account screen, your login and

password information will be displayed
(SeeFigureb.)

EE F Lmkruplcy + fojuewssrg 0 Lopry 4 ldeporls oo UGEDE ¢ Lutpul q

BT 1 e Tulamn i - Te.To. S%0lsnn

T I--l-um:-l Lustluppn Mo-22-20050 32

Pareemard I EEEEEEEEE rarrentIngn Ve-07-0005 13 2
Prd Z3i-ic Copaly duls Jel4e2000]
Rupilal = Thyulalsdate 1 #1507000

Tararmat Cradit Maed
[ 1 ERA T ]

E I DTN I N | [HY |

Figure 5

¢ You can change your own login and/or password here.

Remember:
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. Logins and passwords are case sendtive.
. These are dphanumeric fidlds
. Passwords have a maximum of 8 characters

. When you enter anew password it is displayed on the screen. Y our subsequent
queriesto this screen will show only asterisks.
(No one will be adleto tell you what your password is. Contact the court if you

forget your password.)

. When you have entered the information as desired, click on
[Return to Account screen).

STEP 6  Your user account screen will appear again (See Figure 6.)

¢ Whendl of your account information is correct, click [Submit] to finish processing.
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EECF Eankriptcy - * Qupry - Ropmts - Utitkes - Lapaut @
TeTRintRik 1T28T Aaeammi
Lustjeumwes (8 1 Kirel pume |:.1 -
RTiddla namia | {ramaTadmm
Ll | Tepe ap
1M I'“-l-l.ll.. Tilawa & Aawau.

Address L (0757 TT 7 desr

Sllaess [ e

Addrrss 5 |
[ocig FI Y fra ot wip [emess
camey [ comty [T
Tuone [ =wnere lax W
&= [ Twll [
EBwu I 12325445 Bur shuluz Az Al jmuup
Tuitiale il TNR A rmln Enililuin
Eirail - funr alivi... | [=_rz agz0 i e alun. I
Figure 6

STEP7 A lig of the cases you are associated with will then gppear. (See Figure 7.)

¢ If you want this new information to gpply to dl of the cases, click on [***Update
All***] at the top of the list. To change information only on certain cases, hold down
the [Control] key after selecting the first case number and click on the others, one at a
time, to highlight them.

¢ Whenyou have dl of the desired cases or [ ***Update All***] highlighted, dick
[Submit] to apply the new information.

¢ The system will update the records and inform you that they were updated. Y ou can
then click on another sdlection inthe CM/ECF Main Menu Bar.

NOTE: Moadificaionsto NAME, SSN, TAX ID, or BAR ID will automatically update
ALL cases.
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Figure 7

USER TRANSACTION LOG

e N E AR P R ELAY, A AT I WP I TR TR R R P AT

All docketing activity isrecorded through each user’sUser Transaction Log. Thisfegtureis
found under Utilities on the CM/ECF Man Menu Bar. Information on thislog can be selected
by date range. A typicd excerpt from atransaction log is displayed below. (See Figure 8.)

This record may be useful in researching casefilings. Dates, case numbers, times and document
type are tracked. Y our transaction activity is not accessible to other users besides yourself

except for court systems staff.

SECF
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= Juery = Heports = Utilides -  Logout q\
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Figure 8
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U. S. Bankruptcy Court for the District of Columbia

July 2004



5. Converting Documentsto PDF For mat



Intentionally Blank Page



CM-ECF Attorney Training Materials Converting to PDF Format-Part | - Page 59

Converting to PDF Format-Part |

There are two ways to convert documents into PDF (Portable Document Format) files. PDF files can
be created from documents that are in aword processing system, or they can be created utilizing
scanning equipment and Adobe Acrobat software. This module (Part 1) will guide you through the
process of converting word processing documents to PDF format. Part 11 will explain the process
utilizing scanning equipment and Adobe Acrobat software.

Converting Word Processing Documentsto PDF Format (this example demonstrates the process
using WordPerfect)

STEP1 Type document in word processing; save to hard drive.
STEP 2 With the document open on the screen, click on File from the drop down menu and

sdect the Print option.  (See Figure 1)

*, Corel WordPerfect - Document4

W Edit “iew Inzert Format Formne Table Graphic: Tools  Window

Hew...

— Open... —

Tirr Cloze IS :
[ Save b

Save Az,

—
r—
—

Froperties...
Werzion Control k
Document »

Fage Setup... :
B

Print.. Chl+P

Internet Fublisher. ..

Send to »

1 03-PDF Format-parte. wpd
2 02-PDF Format-part].wpd
2

CHERRITT TR and

Figurel
STEP3 The Print didog box displays. (See Figure 2)
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Print to HP Laszerdet 8000 [AMASHEBDCAHPS000) ed

SR

[Syztemn Default] HP Lazer) et S000 |
-
—

Figure 2

L 4 Click on thedown arrow 'V to theright of Current printer: fied

STEP 4 A lig of available printers displays. (See Figure 3)
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Frint to HP LazerJet 8000 (AMVASHEDCAHPS000)

[System Default] HF Lazer)et 8000

[Swstern Default] HP Lazerlet 3000
Acrobat Digtiller

acrobat POFW riter

HP Lazerlet 3000

Okidata kL 330

Panetd aker

| Gese | sgtings | gews | Heb |

Figure 3

L 4 Click to highlight and sdlect the Acrobat PDF Writer printer.
L 4 Click the[Print] button to create the PDF formatted document.

Note: Thefilewill not actudly print out; instead the document will be trandated
into PDF format.

STEP5 The PDF File Save As didog box displays. (See Figure4)
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Save PDF File Az

| & My Documens: S| EIN |

1 Carel Uzer Files

|
FOFflesiPO) 8

u

Figure 4

4 Navigate to the appropriate folder (directory) where you would like to save the
PDF image.

L 4 Click ingde the File name: box and type the name you have chosen for the
image.

Note: The.pdf extensgon will automaticaly be added to the filename you type.
(i.e., if you name your file: hallmotn, the filename will be saved as
hallmotn.pdf).

4 Click the[Save] button.

NOT E:An Adobe PDF image file has now been created, and will be available to associate to the event
during the docketing process.

The PDF image cannot be viewed or atered in the word processing program. You
will, however, be able to view the image during docketing to assure that you are
associating the correct image with the docket event.

The origind word processing text document remains on your hard drive as origindly
saved.
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If you need make changes to a document that has aready been turned into an image (but not
yet docketed), delete the incorrect PDF image file from the hard drive. Open the text
document in word processing and make the necessary changes. Save the corrected text
document. Create the PDF imagefile.

SHORT STEPS

Step 1 Type document in word processing program; save.
Step 2 Click ‘File'; select “Print’.

Step 3 Select Adobe Printer; click ‘Print’.

Step 4 Name and save PDF file.
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Converting to PDF Format-Part ||

There are two ways to convert documentsinto PDF (Portable Document Format) files One way is to
convert documents that are created in your word processing system. The other way is to convert
documents (such as attachments and exhibits) utilizng scanning equipment and Adobe Acrobat software.
Thismodule (Part 11) will guideyouthrough the process of converting scanned documents to PDF format
utilizing scanning equipment and Adobe Acrobat software. Part | explains the process of converting word
processing documents into PDF format.

Converting Scanned Documentsto PDF Format Using Adobe Acrobat Software
STEP1 Place document and al attachments or exhibits on the scanner bed.

STEP 2 With document in place, launch Adobe Acrobat software by double-clicking on the
desktop icon for Adobe Acrobat.

STEP 3 A blank Adobe Acrabat | mage Screendisplays. (See Figure 1)

FE Aadobc Acrobat

LA = = = e N E N = 25

Figurel
4 Click File from the drop down menu. (See Figure 2)
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Adobe Acrobat

1 T

Imnport

SrE T N

= o
R LI [

Figure 2
4 Select the Import option.
4 Sdlect the Scan option.
STEP4 The Adobe Acrobat Scan screen displays. (See Figure 3)

T g lenlisn S camal el !mE
Fie Edv D uopert Tool: Yew 2rdos Hel

Sl = e T e o e e S 4 e

Clewice

| F jizu [FOPE] Trasddl b 3NS7T =

- Fanal
| Sing e sid=c :I

LR TEE LI P

LR P A & Mo Lo izl

Sua : L=ricw

Figure3

L 4 Sdect the device for your scanning equipment.
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Note: Thiswill only need to be done the first time a document is scanned. After
that, the system will dways default to the correct device and will only needto be
modified if the scanning equipment changes.

4 Sdlect the page format (Single Sided or Double Sided).
Sdect the radio box to indicate the destination of New Document.

Note: Be surethe radio button for “New Document” isselected. Select theradio
button* Current Document” only if you wish to add additiond pages (append) to
a scanned document. If so, be sure the image you would like to append is
currently open and displayed on the image screen.

L 4 Click [Scan] to continue.

STEPS A Dialog Box displays. (See Figure4)
M 30970 Gdim
Wl L Stardand | advanced | Diagnostics | about |
Scan [Em |
N I'aper tiees | Letlen - 25211 =]
— Rievolution. 4 | o ] [zo0 =] Am
i Brightness: 9 | [ | [z
] Contrast: | [ | [z
Halitor e, |Monc =] I~ Feeder
] Gamma: | D afault =] [ Duplex
Wi W Hoight: |11—
Halp | Praview | Cancel | Scan |

Figure4

This box alowsthe adjusment of various settings for the scanned image. Using thedefault
settings will usualy be acceptable to create the scanned image. However, these settings
may be adjusted if required.

4 Click [Scan] to begin scanning the document.
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STEP6 Once all pages placed on the scanner have been scanned, the Adobe Acrobat Scan
didog box will display. (See Figure5)

Adobe Acrobat o |=|
File Edit Document Toolz Wiew ‘Window Help

AN 2 RS i N R e el = e

Adobe Acrobat Scan

Mext Page

Front of sheet 2

HR s @0 s | & H RS

Figure5

L 4 Click [Next] if you have additiond pagesto scan. The additiona pages will be
added (appended) at the end of the document just scanned.

4 Click [Done] when al document pages have been scanned.

Note: the number of pages reflected in the Adobe Acrobat Scan didogbox will
adways be one more than the number of pages actudly scanned because the
number reflected represents the page number of the next scanned page if there will
be one. In the example above, one page has been scanned. Adobe Acrobat
prompts that the “Next Page’ would be “Front of sheet 2". (See Figure5)

4 When dl pages have been scanned and you have clicked [Dong], the Image
Screenwill digolay.

STEP7 Qudity assure the image by sdlecting View from the drop down menu and clicking on
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Full Screen to view dl pages of theimage. (See Figure 6)

Adobe Acrobat M=l E
File  Edit Document Tools | Yiew Window Help

(= .& B & | | Full Screen Ctrl+L
i Untitled PDF 2550 I Ll
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S [Eantintmus - Easig [
e ma B e w3 crufi e coten e oo
: |"H'| ';r v |lze Local Fonts Ctrl+5hift+v"

Show Formsz Grid
Snap To Forms Grid

SR le«e 0 RN=wgAlAE=

Figure 6

L 4 The image will appear on the screen in full size and each page can be quality
assured. (If necessary, returnto Step 1 and re-scan the document if theimageis
unacceptable or pagesaremissing.) When you arefinished viewing the document,
pressthe [ Esc] escapeto return to the lmage Screen.
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STEP8 Oncetheimageis correct and complete, the file must be named and saved.

L 4 Sdlect File from the drop down menu, and click Save As. (See Figure7)

Adobe Acrobat =]

File Edit Document Tool: Miew “Window Help

Open... Ctrl+0 F | 4 ENDE
Open Weh Page. . Cril+5hift+0 o’ | 0 | 48] £I Bl
Cloze Crl+d

Save Chrl+5

A
f?

Sign & Save...
Hlewert

Batch Process..

Irmpork 3
Expart 3
Send Mail...

Fage Setup... Ctrl+5 hift+F
Erirt... Ctil+P

Document [nfo
Freferences 3

Adobe Online...
Figure7

STEP9 The Save as Dialog Box displays. (See Figure 8)

oone T
| S i I.ﬁ kA M ararnminbs ll @J il

File name:

LI biklcd. H'L Sawc I
M ms bopee I,u'i'.,._-.-_pL..:.I, [*.pdi] Ll Lanccl I
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|7 INurn:- :I B et LI e I I+ Dptinize

Figure8
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*

Navigate to the folder where you wish to save the PDF file.

Choose afilename and type that name in the File name: box. The .pdf
extenson will automaticaly be added. (For example, if you name the file:
hallmotn, the image will be saved with the name: hallmotn.pdf). The PDF
file will be saved on your hard drive (or floppy, if chosen) in the folder to which
you have navigated. The image can then be associated to the ECF event during
the docketing process.

Note: For verification purposes, the image may be viewed during docketing
process in ECF to ensure that the correct image is associated with the docket
entry.

Click the [Save] button.

STEP 10 The document displays on the Adobe Acrobat | mage Screen. (See Figure 9)

Adobe Acrobat

Eie Edt Document .imﬂi.s:.'giiaw: ";-_'»,i‘i-r}di:uw Hejp:

E 1« <« r ) les OO0 6&HPEOE

=10] x|

eazcrtin FREENSE 2

Mol S

l@ E test.pdf

alf

s

Ll

Z

®

Figure9
4 The image has now been saved.
4

Closetheimage by dicking on the “x” in the right corner of the image (the “x”
on the line that contains the filename of the image).
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STEP 11

Short Steps:

Step 1
Step 2
Step 3
Step 4
Step 5
Step 6
Step 7
Step 8

A blank Adobe Acrobat Image Screendisplays. (See Figure 1)

L 4 The scanner is available to scan the next document. Repeat Steps 1 through
10 for each document to be scanned.

Launch Adobe Acrobat

Pace document on scanning bed

Click ‘file’, then ‘import’, then ‘scan’.

Select New Document; select single or double sided; click ‘scan’.
Click ‘Done’ when al pages have been scanned.

Qudlity assure the image.

Click ‘File', then ‘Save As’. Name and save the image.

Close the image document.
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Bankruptcy Case Opening

This process shows the steps and screens required for attorneys to open a bankruptcy case in
CM/ECF. The case is a chapter 7, no asset, individual consumer

As of June 20, 2005, with the exception of the Statement of Social Security Number (Form
B-21), all of the case opening pleadings may be filed in a single BOOKMARKED pdf file,
OR as defined ATTACHMENTS to the Voluntary Petition (Updated June 20, 2005):

©CoNoOAWNE

STEP1

STEP 2

NOTE: There are differences between courts, these menu options
may vary from other bankruptcy courts.

Voluntary Petition

Schedules A-J, (including Summary of Schedules, Schedules, and Declaration)
Statement of Financial Affairs

Disclosure of Attorney Compensation

Notice to Consumer Debtor

Mailing Matrix and Verification

Statement of Intent (Chapter 7 Only)

Chapter 13 Plan (Chapter 13 Only)

Certificate of Service re 13 Plan (Chapter 13 Only)

Click on the Bankruptcy hyperlink on the CM/ECF Main Menu Bar.
(See Figure 1.)

EECF Bankruptcy +  Adversary « Query + Reports «

Figure 1

The BANKRUPTCY EVENTS screen displays. (See Figure 2a.)

Bankruptcy . Adversary . Query Reports . Utilities . Logout o_
=

Claim Actions
Creditor Maintenance.
File Claims

MotionsfApplications
HNotices

QOpen a BE Case

Order Upload FI g ure 2a

* For further information on each of these categories, click the
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HELP icon on the CM/ECF Main Menu Bar (the question mark, pictured below). That will
bring up a help screen. (See Figure 2b.)

| 2 Context Help - Microsoft Internet Explorer ]

|»

| Bankruptcy Events

Select one of the menu options available and subsequent screens will prompt you for the
information required to:

AnswerResponse Ele an answer, response, or reply to an existing metionfapplication
i1 an existing bankruptey case.
|Appeal ‘File an appeal to an existing case.
File different deocuments to different (unrelated) cases at the same =
Batch Filngs time. (See also Multi-C'ase Docketing)
|Claj.m Actions ‘File documents related to claims that have already been filed
Court Events File documents or docket events (e g, utility events) to which enly
court ugers have access.
Enter the names and addresses of creditors to an existing
’ Th is Credttor Mamtenance ba:ﬂguptcy case, elﬂler mdmglua]l;lr of by uploadng a creditor screen g ives
matriz Alse edit existing crediters' names and addresses.

you Figure 2b more
informat ion about the
menu selections. Too see information for other options, scroll down using the
arrows or scroll bar on the right. (See Figure 2b.)

* To close this help screen, click on the “X” in the top right corned of the
screen, or click on the [Close] box at the bottom of the screen. This will
return you to the Bankruptcy Events screen.

(See Figure 2a.)

STEP 3 At the Bankruptcy Events screen, click on the Open a BK Case hyperlink. The
Open New Bankruptcy Case screen will display (See Figure 3.)

= 2
UECF Bankruptcy + Adversary « Query + Reports -« Utilities « Logout ?

Open New Bankruptcy Case

Case type -
Date filed 5/20/2002

Chapter |7 'I
Joint Petition |n 'I
Deficiencies |n 'I

Figure 3
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2 The case number will be generated later in this process and will be
displayed on the Notice of Electronic Filing.

2 The Case Type will always be bk. Leave it as it is.
2 The current date will always be displayed in the Date Filed field.

2 Select the Chapter from the pick list box, or skip it if the default is
correct.

L 4 The default value for Joint Petition is n (no); for a Joint filing select y
(yes).

L 2 If there are any required items missing from the petition, change the

Deficiencies box from ntoy. A deficiency list will then be presented on a
later screen.

2 When this screen is correct, click [Next] to continue.

STEP 4 The PARTY SEARCH screen displays. (See Figure 4.)

UE F Bankruptcy + Adversary + Query -+ Reports « Utilities -+ Logout ?
Open New Bankruptcy Case

Search for a party

SSN Tax Id I
Last/Business name

Search |M
Figure 4

2 This screen is for you to enter the parties on the case. Before you add the
debtor, or any party, you should search the database to see if that party
already exists in the database from another case, to eliminate duplicate
records in the system. You can search by Social Security Number, Tax
Identification Number, Last Name or Business Name.

. You can enter the last name to search the database. If this is a
business filing, enter the first word or significant words of the
business name to search. The entire business name is stored in the
Last/Business name field. The field size is 200 characters.
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Search Hints

Enter one field of data for each search.

Format Social Security Number or TaxID with hyphens.

Include punctuation. (Garcia-Carrera)

Try alternate search clues if your first search is not successful.
Partial names can be entered.

Wild cards (*) should not be used at the end of search strings.

Wild cards may be used before or within search strings. (*son,Gr?y)
The asterisk * should not be used by itself. It will search ALL
records in the database and use unnecessary system resources.

* In this lesson, we will enter the debtor’s last name and click [Search].
NOTE: The entire name of businesses resides in the Last/Business field.
Therefore, for business filings, entering the first part of the name may be
sufficient to find a match.
STEP5 If there are no matches, the system will return a No Person Found message. (See
Figure 5a.)
EECF Bankruptcy - Adversary = Query - Reports = utilities - Logout
Search for a party
ssw [ | Taxma ]
Last/Business name I—
Party search results
™o person found.
Create new party I
Figure 5a
NOTE:

Your name search may find more than one record having the same name
as shown in Figure 5b. Clicking on each of the names will display a
window showing the party’s address information for verification.

If none of the addresses are correct for this party, you can either 1.)
modify the address (for this case only) on the following PARTY
INFORMATION screen, or 2.) click on the [Create new party] button to
add a new person record with this address.

U. S. Bankruptcy Court for the District of Columbia February 2005



CM/ECF Attorney Training Materials BK Case Opening - Page 79

C 2
EE F Bankruptcy +  Adversary + Query + Reports -« Utilities + Logout o_

Search for a party
S8 I TaxId I
3 +t, Person Address - Netscape =0 5[

Last/Business name I -

3usan Halston Interiors, Inc.
Search Clear 45500 NW Loop 410

Suite 450
Llamo Heights, TX 78201

Party search results

Susan Halston Interiors, -

Susan Halston Interiors, Inc.

=

Select name from list | Create new party

Figure 5b

Once
you have tried alternative searches and determined that the party is not already on

the database, you can add them to the database. Click [Create New Party].

STEP 6 The PARTY INFORMATION screen displays. (See Figure 6.)

= C 2
UE F Bankruptcy . Adversary . Query  « Reports . Utilities Logout ?
[Party Information

(Walter J. Daniels  SSN:zoooc6547

Office I Address 1 |1234 Constitution &venug

Address 2 IAparImem #4 Address 3 I
City [Washington State [DC | Zip 20001
County W Country l—
FPhone l— Fax l—
E-mail |
ProSe m
TParty text |
(Ao | R | b oo .
Submit [ Cancel ﬂl FI g ure 6

2 E
nter the debtor’s Name and Address information in the appropriate boxes . (For
this lesson, our debtor is Walter Daniels.)

NOTE: Do not use special characters such as parentheses, brackets, or

percent signs. These codes may cause problems with the BNC noticing
program.

L 4 Select the debtor’s County of residence from the pick list box.

NOTE: Type the first letter of the county name for a faster search.
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*

*

NOTE:

STEP 7

STEP 8

*

For this lesson, leave ProSe as no.

When adding a party, the Role Type will default to blank. To change the
Role Type, expand the pick list by clicking on the down arrow and the
select the correct party role.

You must change the role type from blank to a valid party role before the
system will allow you to continue.

Enter further descriptive text for the debtor in the Party text field, if
appropriate (such as A Connecticut Corporation, Guardian of the Estate,
etc.)

It is not necessary to add the attorney representing the debtor. Because
you are an attorney, Your name will be linked to the party you are
representing automatically at the end of this transaction. Your login will
furnish your attorney information to the system.

If the party has an alias, click the [Alias] button.

The ALIAS screen appears. (See Figure 7.)

*

Alias Information (Party Daniels, Walter J.)

=
EE F Bankruptcy » Adversary + Query -« Reports « Utilities - Logout o_

Last/Business name First name MMiddle name |Generation | Role

1 |[paniels Jiale

| |aka j

| [ 5]

|aka j

| [ =]

Add aliases Clear | Clickthe Add aliases button to retusn to the Party screen and submit all infoemation for this party

|
| |
| | |
| |
| | | [eka =]

Figure 7

You can

enter up to five alias names at a time. Alias Role selections include aka, dba,
fdba, and fka.

*

Click [Add aliases].

The PARTY INFORMATION screen reappears. (See Figure 8a.)
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= s
UEC F Bankruptcy . Adversary . Query Reports . Utilities . Logout ?
[Party Information

(Walter J. Daniels  SSN:moce-6547

Office Address 1 |1234 Constitution Avenue

Address 2 [Aparment#d | Address3[ |
City [weshingon State [OC | Zip oot
County W Country l—
Phone l— Fax l—
E-mail |
ProSe [no =] Role [[FERmR)
Party text |
[Alies. | e | St st .
Submit | Cancel M Flg ure 8a'

* Clicking on the [Review] button at any time presents a screen

summarizing the attorney and alias activity for this debtor. (See Figure
8b.)

L 2 Verify the information.

2 Be careful about clicking the [Clear] button. You could accidently delete
information.

EEC F Bankruptcy . Adve

Review attorneys and aliases
“Walter J. Daniels

Uncheck fo remove from Hst
\Attorneys added:
Mone added.

IAliases added:
¥ Dariels, Walt (ala)

| Feturn to Party screen I C\earl Figure 8a
2 Clic k [Return to Party
Screen].
STEP 9 The PARTY INFORMATION screen will return again as shown in Figure 8a.

If you are finished adding information for this new party, click [Submit] to
continue with Case Opening.

NOTE: If this were a joint debtor filing, a JOINT DEBTOR PARTY screen
would appear next.
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STEP 10 Next, the system will display a screen confirming the assignment of the
Divisional Office code. The assignment is based on the country code or zip code
of the debtor. (See Figure 10.)

-
EEC F Bankruptcy . Adversary . Query « Reports . Utilities Logout o_

Open New Bankruptcy Case

e Divisional Office assigned to this case i Washington, D.C.

st | Figure 10

STEP 11 The STATISTICAL DATA screen appears next. (See Figure 11.)
| 5E

Type of debtor |7
[T Rairoad T Stockbroker T Commodity Broker

Fee status |Paid 'l
Nature of debt |consumer 'l
Voluntary |voluntary 'l

« Utilities

Bankruptcy Adversary + Query s Reports + Logout

[T Corporation [ Parinership T Other

Asset notice INEI M
Estimated number of creditors |1-15 'I

Estimated assets |$D-$SD o0 j
Origin | Original - | J
Estimated debts |$0-$50,000 -
Date split‘transfer I
Mext Clear |
Figure 11

2 Select the Type of Debtor by clicking in the appropriate box(es).

L 2 The Fee Status values are Paid and Installment. If the petition is
accompanied by an Application to Pay Filing Fees in Installments, you
would select Installment from the pick list box.

2 Designate the Nature of Debt as Consumer or Business.

L 2 The default value is for a Voluntary Petition. For Involuntary Petitions,
select Involuntary from the pick list box.

L 4 Enter the correct Origin code from the values Original, First Reopen,
Second Reopen, Third Reopen, Split or Inter-District Transfer. No action
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is necessary if this is the first filing; the default value of Original is correct
for this exercise.

Date Split/Transfer is only necessary when a joint debtor splits from the
original case or if this case was transferred in from another district.
Otherwise leave this field blank.

Choose Yes or No for Asset notice designation.

Select the range of Estimated Creditors from the pick list box.

e 1-15

e 16-49

e 50-99

e 100-199

e 200-999

e 1,000 - over

Select the correct dollar range for Estimated Assets.

e Under $50,000

e $50,001 - 100,000

e $100,001 - 500,000

e $500,001 - 1 million

e $1,000,001 - 10 million

e $10,000,001 - 50 million
e $50,000,001 - 100 million
* More than $100 million

Select the correct dollar range for Estimated Debts.

e Under $50,000

« $50,001 - 100,000

« $100,001 - 500,000

e $500,001 - 1 million

* $1,000,001 - 10 million

« $10,000,001 - 50 million
« $50,000,001 - 100 million
* More than $100 million
Click [Next] to continue.
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STEP 12 You will be asked whether or not you are filing a Matrix at the time of opening
the case. (See Figure 12.)

EEC F Bankruptcy . Adversary . Query -« Reports . Utilities -+ Logout
Open New Bankruptcy Case

Are you filing a Matrix with this Petition? [yfn]l

Not| Gewr| Figure 12

L 2 Type y or yes for yes or n or no for no.
2 Click [Next] to continue.

STEP 13 If you have selected y for Deficiencies on the Case Data screen, the Chapter 7
DEFICIENCY LIST screen will appear.  (See Figure 13.)

EEC F Bankruptcy . Adversary

Open New Bankruptcy Case
[Deficiency List
Checlk item(z) NOT included in the peiition

T Schedules A-J

[ Schedule A

[" Schedule B

[™ Schedule C

[ Schedule D

[" Schedule E

[ Schedule F

[~ Schedule G

[" Schedule H

" Schedule I

" Schedule J

™ Stmt. of Fin. Affairs

" Statement of Intent .
[ Atty. Fee Disclosure Flgure 13

HI Clear |

NOTE: This list will vary by chapter.

* Check the check box for each item that is not included with this petition.
For this exercise, select Statement of Financial Affairs.

L 2 Click [Next] to continue.

STEP 14 The SELECT A PDF DOCUMENT screen appears. (See Figure 14.)
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EE F Bankruptcy « Adversary + Query + Reports + Utilities + Logout

Open New Bankruptcy Case

Select the pdf document (for example: CA199cv501-21 pdf).
Filename

| Browse...

Attachments to Document: & Mo  Tes

Figure 14

NOTE: This screen is used for associating the imaged document with this entry.
Attorneys may not bypass associating an imaged document.

L 2 Click [Browse], then click on the down arrow ¥ for the Files of type
field.

* In the drop-down box, click on All Files (*.*).

L 2 Navigate to the directory where the PDF file of the VVoluntary Petition is
located.

* Highlight the file. Then right click with your mouse and select Open to
verify the contents of the document. If this is the correct file, double-click
the PDF file to select it.

2 Change the default setting of No to Yes for the Attachment to Document
radio buttons. Click Next, then individually attach your case opening
documents using the three step process regarding attachments.

* Click [Next]
STEP 15 The INCOMPLETE FILINGS DEADLINES screen is presented, showing the
due date for the missing Statement of Financial Affairs. (See Figure 15.)

EEC F Bankruptcy . Adversary

Open New Bankruptcy Case

Mncomplete Filings due date: 10/6/2004

Clear F|gure 15
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2 The deadline for filing the missing documents is calculated and displayed.

This will print on the final docket text and will exist as a schedule record
for queries and reports.

2 Deadlines will vary by court. The court will monitor deadlines for
compliance and will verify deficiencies.

L 4 Click [Next] to continue.

STEP 16 The Fee screen appears. (See Figure 16.)

EEC F Bankruptcy . Adversary . Query Reports . Utilities -

Open New Bankruptcy Case

(Government Proof of Claim due date: 03/20/2005

|All Petitions Paid in Install Must be A ipanied by An Application To Pay Filing Fees in Installments.
[Fee: §20%

Figure 16
Clear

L 2 Click [Next] to continue.

STEP 17 The MODIFY DOCKET TEXT screen appears. (See Figure 17.)

_SE

Open New Bankruptcy Case

Bankruptcy Adversary

Query Reports Utilities

Docket Text: Modify as Appropriate.

Chapter 7 Vohmtary Petition . Fee Amount $209 Filed hy Walter J. Daniels . Statement of

Financial Affairs due 10/6/2004. Incomplete Filings due by 10/6/2004. Government Proof of Claim due by 3/20/2005.
(Estevesa, Brenda)

Mest| e Figure 17

2 If necessary, you may enhance or add to the docket test by entering
additional information into the text window of this screen.

* If you notice an error (such as a the incorrect deficient pleading or a
mis-spelled name), either:

° Click on the Bankruptcy Menu hyperlink and begin the process
over, or DEPENDING ON YOUR BROWSER,
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° Click the back button to return to the screen where the error was
made.
NOTE Some browsers will lose their secure setting when the back button is used.

2 Click [Next] to continue.
STEP 18 The FINAL TEXT EDITING screen displays. (See Figure 18.)

NOTE: This is the last opportunity to make any changes before the case is

officially opened.

EEC F Bankruptcy . Adversary . Query = Reports . Utilities

Open New Bankruptcy Case

Docket Text: Final Text
Chapter 7 Voluntary Petition. Fee Amount $209 Filed by Walter J. Daniels. Statement of Financial Affairs

due 10i672004.Incomplete Filings due by 10/6/2004. Government Proof of Claim due by 312012005,
(Estevesa, Brenda)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

e | Figure 18

L 4 Proof this screen carefully! This is what will print on the docket sheet.

* If the docket text is incorrect, click the browser [Back] button at the top of
the screen one or more times to find the screen to be modified, make the
correction, and continue through the event.

* To abort or restart the transaction, click on the Bankruptcy hyperlink on
the CM/ECF Main Menu Bar. Although this can be done at any time,
this is your last opportunity to change the event.

L 2 The case number will now be assigned. Click [Next] to continue.

STEP 19 The ELECTRONIC PAYMENT SCREEN will APPEAR in FRONT of the
NOTICE OF ELECTRONIC FILING screen. (See Figure 19 a.)

NOTE: WAIT FOR THE ELECTRONIC PAYMENT SCREEN TO
APPEAR BEFORE MOVING ON.

NOTE: Please refer to the “Credit Card” section of the Attorney User’s Guide for
additional information on the Internet Credit Card Module.
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*

*

*

2} Pay.Gov - Enter Payment Information - Hicrosolt Internet Explorer

o
[ =
Open New Bankruptcy ¢| Swmary of curent charges:
Date Incurred Deseription Amount
2004-09-21 Chapter 7 Vohatary Pention(04-00020) $200.00
144053 [rrsse, wolp 7] { 208 00) o
Total: 5
- 209.00
[The felowing transaction was rece
(Case Name: Walter J. I,
Case Number: 0400020
Document Number: 1 Pay Now I Continue Filing ]

Macket Text:
Chapter 7 Volmntary Detnon. Eee bings due by 10/62004

Govermznent Proof of Clen dis b
The followmg document(s) are ass

I =

riginal fil :0'Gearmed Docusnents\Brendipy for compensation pdi

[Electronic document Stamp:
(STAMP blkectStamp [D=1011211300 [Date=32172004] [Filelhenber=10740-0] .
B9bde 324657651 225T0M d5519 500087051 364 5be 1 550820dasb 645 556 Talfub 10
&7 Teb30862192445017E 7 ad28aS 02308 Moedb P 003 356 TetbtE126]] FI g u r e 19 a

You can either [Pay Now] and immediately pay your outstanding balance
or you can [Continue Filing]

If you click [Pay Now], the Treasury Department’s Internet Credit Card
screen will appear. (See Figure 19 b.)

Sectipn 500 Pol

Enter Payment Information |

Cardholder Name: Brenda Estevesa . Plastic Card Payment Steps
Address: 333 Constiubon Aove, N+

1, Select Paymant Type
Addrgss 2: 2. Enter Payment Information
City: 3. Authorize Payment / Payment

Summary
" f— %] - r Provieca/
[ | izl 4. Payment Confirmation

State: R Ragian /
- County

Country:

|(Instead of state, if necessary)
| Zip Cod: [ooe o«
Card Typa: Visa -
Card Numbor: =
Security Codi: —
Expiration Data: [— =1/l
Payment Amount: $20900 ¥
| & card authonzation must be received befare midnight Eastern Time if payment is to occuwr as

early as the naxt day. If the U5, Treasury Department's designated depositary is closed on a
| sehoduled paymont date (including wiskends and some holidays), the payment will occur the nist

day the depasitary is open. F| g u re 19 b

Enter your

credit card information and click [Continue].

2 After you authorize the payment, you will receive a transaction
receipt.  (See Figure 19c.)
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43 https:/ fecf-train.dcb.uscourts.gov,/cgi-bin/cc_success.pl =Ic

U.5. Bankruptcy Court
United States Bankruptcy Court for the District of Columbia

Tharl: you Your transaction i the amount of § 209.00 has been completed

Please print a copy of your transaction receipt for future reference. The transaction number is

20684.
Close window | Figure ]_9 (o
L 4 If you click [Continue Filing], you can continue filing and pay your

outstanding balance at the end of your filing session.

NOTE: Filers who fail to pay their outstanding balance on any given day will
receive a notice the following morning advising them to pay their
outstanding balance within 24 hours. If the balance is not paid within
24 hours of the filer’s receiving the notice, the filer’s access to
CM/ECF will be limited to the payment ONLY.

STEP 20 The NOTICE OF ELECTRONIC FILING screen should still be present on
your screen. (See Figure 20.)

= =Y
UE F Bankruptcy . Adversary . Query Reports . Utilities Logout ?

Open New Bankruptcy Case
TU.S. Bankruptcy Court
TUnited States Bankruptcy Court for the District of Columbia

Motice of Bankruptey Case Filing

[The following transaction was recetved from Estevesa, Brenda entered on 9/21/2004 at 2:40 PM EDT and filed on %/21/2004
Case Name: Walter J. Daniels

Case Number: 04-00020

Document Number: 1

Docket Text:
Chapter 7 Voluntary Petihon. Fee Amount $209 Filed by Walter J. Danels. Statement of Fnancial Affaurs due 10/6/2004 Incomplete Filings due by 10/6/2004.
Government Proof of Claim due by 3/20/2005. (Estevesa, Brenda)

[The following document(s) are associated with this transaction:

Document description: hain Document

Original filename: O\Scanned Documents'Brendalapp for compensation. pdf
[Electronic document Stamp:

[STAMP bkecfStamp_ID=1011211200 [Date=9/21/2004] [FileNumber=10740-0]
[69bdc32465769a122970Md55195be087a5 1364906 155a820dac66495e565a0fab 10
667TTchb5086219ad4501787ad28a3M0230bThedb 24 23556 TefBE8126]]

Figure 20

4-00020 Notice will be electronically mailed to:

¢ This Notice of Electronic Filing is the verification that the filing has been
sent electronically to the court’s database. It certifies the that petition is
now an official court document.
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L 2 Make a note of the case number, which appears in blue. Clicking on the
case number hyperlink, 04-00020, will take you to the PACER login
screen. After login, the docket report for this case will be displayed. The
case number may display as

02-10070.

2 Clicking on the document number hyperlink 1, will take you to the
PACER login screen. After login, the PDF image of the petition just filed
will be displayed.

* The Notice of Bankruptcy Case Filing hyperlink appears at the top of the
Notice of Electronic Filing. Clicking on this hyperlink reveals a notice
(via PACER) summarizing the pertinent details and participants of this
case. (See Figure 20.)

NOTE: You must enter your PACER login and password to view any documents

STEP 21

or reports or perform any queries.

If you click on the Notice of Bankruptcy Case Filing hyperlink at the top of the
Notice of Electronic Filing, the Notice of Bankruptcy Case Filing will be
displayed. This notice summarizes the pertinent details and participants of this
case. (See Figure 21.)

EE F Bankruptcy - Adversary . Query - Reports - Utilities  « Logout

United States Bankruptey Court
United States Bankruptcy Court for the District of Columbia

Notice of Bankruptcy Case Filing © FILER N (}'

A barkruptcy case concerning the debter(s) listed below was filed under Chapter 7 of the United States
Bankruptcy Code, entered on 08/21/2004 at 3:53 FM and filed on 03/21/2004,

Walter J. Daniels

1234 Constitution Avenue
Apartment #4
Washington, DC 20001
351 123-98-6547

[The case was assigned case number 04-21

[The filing of a bankruptcy case automatically stays certain actions against the debtor and the debtor's property. If you attempt to collect a debt or take other action m
olation of the Bankruptcy Code, you may be penalized.

[If you would like to wiew the bankruptcy petition and other documents filed by the debtor, they are available at cur Baterne: home page https:fect-

ltraun. deb. uscourte. gow or at the Clerk's Office. E. Barrett Prettvman 1. 3. Courthouge. 333 Constitution Ave. W #4400, Washinoton. DC 20001

Figure 21
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NOTE:

The Notice of Bankruptcy Case Filing will NOT initially include judge
and trustee information. The Judge and Trustee will be assigned
automatically by the CM/ECF system by the next business day.

This certification was created in addition to the initial notice of filing. It
also displays the debtor(s), attorney, trustee, case number, time, and filed
date of the case opening information. It can be used to notice creditors as
an official notice of stay besides the 341 Meeting Notice to stop
foreclosures and other creditor actions. It may be saved or printed at the
time of filing.

The Notice of Bankruptcy Case Filing is also available for viewing or
printing through the Query Main Menu Bar selection.

To print a copy of this notice, click the browser [Print] button or icon.

To save a copy of this receipt, click [File] on the browser menu bar and
select Save Frame As.
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Motions/Applications Single

This module will demonstrate the steps to file a single-part motion in the CM/ECF system. The
same steps would be followed for other types of single-relief motions and applications. See also:
Multi-Part Motions/Applications for guidance on filing a document with more than one relief
(e.g. dismiss or convert). All motions and applications are located in the Motions/Applications

category.

NOTE:

NOTE:

NOTE:

NOTE:

If a motion has a corresponding notice of opportunity to object and
notice of hearing, the motion MUST BE FILED FIRST followed by
the separate filings for each notice. The motion and notices must be
filed separately and appear individually on the docket sheet. The
motion, notices, and even a proposed order may all be contained in
one document/PDF; however each is a separate docketing event.
Please refer to the Notices and Orders sections for specific instructions
on docketing notices and orders.

If the motion requires a hearing, please obtain the hearing date from
our web site at www.dcb.uscourts.gov and include this hearing date in
the motion and related pleadings that you are e-filing.

Technically the following events are claim actions: (1) Objection to
Claim, (2) Objection to Transfer of Claim, and (3) Objection to Debtor's
Claim of Exemptions. However, we have placed them under the
Motions/Applications menu instead of the Claim Actions or Answers
menus.

Therefore, when docketing (1) Objection to Claim, (2) Objection to
Transfer of Claim, and (3) Objection to Debtor's Claim of Exemptions
please use these events listed under the Motions menu. Please do not use
the objection event under the Answer menu.

AMENDED MOTIONS/APPLICATIONS. When filing an Amended
Motion/Application, the Amended Motion/Application event MUST
BE USED. This event is located under the Bankruptcy -
Motions/Applications menu. Link the amended motion/application to the
original motion/application. DO NOT file the same motion and select
“Amended” from the pick list. While this may appear feasible, it breaks
the links/references between the original motion, notices and proposed
orders.
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Example - Motion for Relief from Stay

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.

STEP 2 The Bankruptcy Events screen displays.

* Click the Motions/Applications hypertext link.

STEP 3 The Case Number screen displays.
L 4 Enter the case number, including the hyphen, in yy-nnnnn format.
2 Click [Next] to continue.

STEP 4 The File a Motion screen displays.
2 Verify the case name and case number that is displayed.

2 If the case name and number are incorrect, press the browser
[Back] button to re-enter the case number.

L 4 If the system prompts that you have entered an invalid case
number, click the browser [Back] button to try again.

* Click the down arrow V¥ to reveal the list of motions. Highlight Relief
from Stay. (See Figure 1.)

|J Address I@ https:ffecf.dcb.uscaurts. gov/egi-binflagin, pl? 1 22527.380914551-L_916_0-1

EEC F Bankruptcy . Adversary

File a Motion

04-00500 Tyrene O. Huff

Feconsider |
Recusal

Fedesm

Feduce Claim

Feinstate Case

Felease Unclaimed Funds —
Felief from Co-Debtor Stay
Eiclief from Stey

MI Clear |

Figure 1

Note: You may also type the first letter of a relief (in this case ‘R’), to
immediately move to the list of motions that begin with a particular letter.

2 Click [Next] to continue.
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STEP5 The Joint Filing screen displays.

L 2 If this filing is joint with another attorney, click to place a check in the
Joint Filing box. If this is not a joint attorney filing, no action is required.

* Click [Next] to continue.
STEP 6 The Select the Party screen displays.

L 2 Click the down arrow ¥ to scroll the Select the Party box to locate the
party filer (in this example, the trustee). (See Figure 2.)

* Click to highlight and select the trustee.

2 Click [Next] to continue

EE F Bankruptcy . Adversary

File a Motion:

02-00005 Dawn Hillen YWashington
Select the Party:
2 B AddiCreate Hew Party
Miklas, .
Sears, [Creditor]
YWashington, Dawn Hillen [Debtar]
aCast Setlement Corporation, [Creditor]
Nextl Clear Figure 2
STEP 7 The PDF DOCUMENT

SELECTION screen will then display. (See Figure 3a.)

L 2 Click [Browse], then navigate to the directory where the appropriate PDF
file is located.

EEC F Bankruptcy . Adversary . Query

File a Motion:
02-00005 Dawn Hillen Washington

Select the pdf document (for example: CA\19%cw501-21.pdf).
Filename

|| Browse |

Attachments to Document: & o © Yes

= EH Figure 3a

2 To make certain you are about to associate the correct PDF file for this
entry, right click on the filename with your mouse and select Open. (See
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Figure 3b.)

* This will launch the Adobe Acrobat Reader which will display the
contents of the imaged document. Verify that the document is correct.

|J Address [ ] https: ecf.dcb.uscourts. govfegibinlogin. pl7 | 225273809 14551916 _0-1

Select
& Bankruptc « Advers{ opn |
SECF v

Print

File a Motion: N MettWare, Copy...
02-0000%5 Dawven Hillen Washington
Scan for Viruses. ..
Open With 3
Corel Versions 3
tJ Add to Zip
Select the pdf document (for exarnple: CA19%cw501-21 pdf) & Add to 02°5 Motion For Rellef.zip
Filename Send To 3
IO\BEEmnEd Documents\02-6 Motionfo -~ Browse: cut
Attachments to Dar o 2]
Look in: I 3 Scanned Documents G S
Delete —
Next Kewin 1%  Rename
tfiura L Properties
isa i o
Matriz
Michael
Monica
Patti
Richard
Salky
Teress
Therese
{ I3
File name: IUZ-E M otion for Relief j Open I
Files of lype |l Files . =l Cancel
7

Figure 3b

. Close the
Adobe application if that is the correct file, click [Open] on the FILE UPLOAD dialogue box.
(See Figure 3c.)

20
Lok in: I 3 Brenda j e i EFE
ﬁ02-152? Unstampable Order EI 04-657 de21.pdf. LOCK
02-5 Mation for Relief ED‘FQZI Stamped Order
l03-1367 DELZ0 )773-signed
Tl03-1367 PO 121 TH)o5-1873 2nd amended natice
04-1061-apk T)o9-1873 cert srve
M]04-1081-aplc NOTIFY
ﬂﬂ‘i-lBl-summ_l ﬂproposed order - Znd amd notice
ED‘FZI?—D @proposed order - 2nd amd naotice. pdf.LO
ME]04-444 DE3E
MTE]04-607 Obj ta exmetp
E|04-657 de21
" K] | i3

File name: |U2—5 Mation far Relief j Open I
Files of type: i Files ) =l Cancel

%
Figure 3c
Bankruptcy Adversary
‘The File a Motion: PDF
DOCUMENT 02-00005 Dawn Hillen Washington SELECTION
screen will then show the pathway to the

PDF file. (See Figure 3d.)

Select the pdf document (for example: CA199ev501-21.pdi).

Filename
|O:\,Scanned Documentsh\Brendallz-5 b Browse..
|Attacl ts to D t: & Mo © Yes

Tt Clear Figure 3d



CM/ECF Single-Part Motions/Applications - Page 101

* The Attachments to Document option defaults to No. If you have
attachments to this document, click the Yes radio button to indicate there
are attachments. (Refer to module: Attachments to Documents for more
information)

2 Click [Next] to continue.

STEP 8 The Fee Information/Confirmation Screen Appears. (See Figure 4.)

EEC F Bankruptcy . Adversary

File a Motion:
02-00005 Dawn Hillen Washington

Fee: §150

Cleas | Figure 4
L 4 Click [Next] to continue.

STEP 9 Final Edit (Docket Text) screen displays. (See Figure 5.)

Bankruptcy . Adversary . Query s Reports . Utilities

File a Motion:
0200005 Dawn Hillen Washington

Docket Text: Modify as Appropriate.
Motion for Relief from Stay [Regarding Residential Prop. Fee Amount $150, Filed by Fairbanks Capital

!

Supplemental Text Box

Prefix Box

Figure 5

2 A supplemental text box window and the prefix box are available to add
more detail to the docket text.

* Click the down arrow V¥ to display the prefix options.

U. S. Bankruptcy Court for the District of Columbia Updated August 2004
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*

Options to choose from are:

[none]
Agreed
Alias
Amended
Emergency
Ex Parte
Expedited
Fifth
Final
First
Fourth
Interim
Intervenors
Joint
Limited
Omnibus
Opposition
Proposed
Sealed
Second
Sixth
Supplemental
Supporting
Third
Third Party

A supplemental text box window is provided to add more detail to the
docket entry. In this example, we have added: “attorney for debtor” to
indicate who the motion for sanctions is against.

Click [Next] to continue.

STEP 10 The Final Approval screen displays. (See Figure 6.)

*

*
*
*

Verify the Final Docket Text. Read the warning message.

If the Final Docket Text is correct,

Click [Next] to continue and officially submit document.

If the final docket text is incorrect:

*

Click the browser [Back] button to find the error(s) and proceed

with the event.

U. S. Bankruptcy Court for the District of Columbia

Updated August 2004
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* To abort or restart the transaction, return to Step 1 and begin
again.

EE F Bankruptcy + Adversary . Query Reports . Utilities . Logout

File a Motion:
02-00005 Dawn Hillen Washington

Docket Text: Final Text

Emergency Motion for Relief from Stay Regarding Residantial Propenty. Fee Amount $150, Filed by
Fairbanks Capital Corp. (estevesaty, )

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

Clearl Figure 6

STEP 11 Internet Payment screen displays. (See Figure 7a.)

NOTE: The following screens will appear differently beginning September 1,
2004. This Guide will be updated to reflect the new screens at that time.
(Red text added August 2004.)

Pay Now Cantieus Fiing |

b |

Figure 7a

L 2 The Internet Payment screen appears only with events that require a
filing fee.

L 2 If you have additional e-filings that will require fees, click [Continue
Filing], and continue e-filing

2 When you docket your last pleading that requires a fee, click [Pay Now],
and the Credit Card Collection screen will appear. (See Figure 7b.)

. After entering your credit card information, click [Submit
Payment],

U. S. Bankruptcy Court for the District of Columbia Updated August 2004
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4} US_Courts@icce.gov: Payment Collections - Microsoft Internet E | =]
=l
Please enter your credit card information below. Please do not enter
dashes or spaces:
Name: Brenda Estevesa
Total: $150.00
Card Type: Please selecta card type =)
Card Number:
Expiration Date: 07 - |2004 -I
Submit Payment
For your privacy and protection,
the information submitted here is encrypted using 128-bit S5L.
Figure 7b ]

2 As the credit card is processed through the U. S. Department of Treasury, the
following screens appear.

2 Click [Close Window].

3 US_Courts@iccc.goy: Please wait while your transaction is being i - |EI|£|
[
Your transaction is being processed. Please wait while your
credit card is authorized.
For your privacy and protection,
the information submitted here is encrypted using 128-bit SSL.
Figure 7c
3 https:/ /ecf-train.dcb.uscourts.gov/ cgi-bin/ccStatus.plzcheck id 10l x|
|

U.S. Bankruptcy Court
United States Bankiuptcy Court for the District of Columbia

Thank you Your transaction mn the amount of § 150,00 has been completed

Please keep a copy of your transaction receipt for future reference. The transaction number 1s

1111E19749

Close window

Figure 7d

U. S. Bankruptcy Court for the District of Columbia Updated August 2004
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STEP 12 The Notice of Electronic Filing screen displays. (See Figure 8.)

2 Scroll down to see participants who have and have not registered for
electronic noticing on this case.

* Clicking on the case number hypertext link on the Notice of Electronic
Filing will present the Docket Report for this case.

* Clicking on the document number hypertext link will present the PDF
Image of the document just filed.

. To print a copy of this notice click the browser [Print] icon.

. To save a copy of this notice, click [File] on the browser menu bar and
select Save Frame As.

. You may also save the notice through the browser File/Save option.

1.5, Rankruptey Court

United States Bankruptey Court for the District of Columbia

[dotice of Electronc Filing

trenda entered on 7152004 at 222 PM EDT and fled on 77152004

Case Number:
Dacument Numbar: 24

[Docket Text:
Eenergency Motion for Rebief Erom Stay Regarding Residential Property. Eee Amount $150, Fded by Esrbanks Copital Corp, (Estevesa, Brenda)

e following docuzment(s) are associated with this ransachon:

Macument deseription:Man D
Original fil O\Scacmed Doc
[Electronie doeument Stamp:

190C

02-00005 Notice will be electronieally mailed to:

0200005 Motice will not he electranically mailed to:

U. S. Bankruptcy Court for the District of Columbia Updated August 2004
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Motiong/Applications M ulti-Part

This lesson explains how to docket atwo-part motion. The exampleillustrated isaMotion to
Dismiss or Convert.

STEP1 Click the Bankruptcy hypertext link on the CM/ECF Man Menu. (See Figure
1)

EECF Barbruptcy « Adwersary  + Ouery o Reports « Udibes + Logout 6

Figurel

STEP 2 The BANKRUPTCY EVENTS screen displays. (SeeFigure 2.)

EE F Bankruptcy

Bankruptcy Events

AnswerBesponse...
Appeal

Claim Actions
Creditor IMamtenance. .
File Claims
Motions! & pplications
Hotices

Open a BE Case
Other

Flan

Order Upload

Figure?2

L 4 Click the MationgApplications hypertext link.

STEP3 The CASE NUMBER screen will then display. (See Figure 3.)
EECF Eankripdry - nduecisory + Query - Reporks + UHIHes - Logeut ?

File a Motion

Faean Hunnbue

rr-irit& Lk e P ek L LA PP =

Figure3

U. S. Bankruptcy Court for the District of Columbia July 2004
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STEP4

STEPS

Enter the case number, including the hyphen and click [Next.].

NOTE:

If the system prompts that you have entered an invaid case
number, click the browser [Back] button to try again. You may use
the browser [Back] button at any time during this process to verify
former screens until the fina submisson.

Y ou may cance an event in process at any time (abort) by clicking
on another menu option from the Main Menu Bar across the top of

the screen.

The MOTIONSAPPLICATIONS SELECTION screen displays next.
(See Figure4.)

*

EEC F Bankruptcy .

File a Motion

04-07200 Monica L. Jones

Continue Hearing
Convert Case (TRUSTEE OMLY)
Convert Case 7to 11 (il
Convert Caseto 13

Convert Caseto 7

Deposit Unclaimed Funds
Destroy Books and Records
Determine Tax Liahility
Disallow Claims

Disgorge Fees

[iext Clear |

Click [Next].

The Select the Party screen displays.

Figure4

Click to highlight the event “Convert Case (TRUSTEE ONLY)”.
Keeping the [Ctrl] key depressed, scroll and highlight “ Dismiss
Case’. Both eventswill be sdlected for processing.

U. S. Bankruptcy Court for the District of Columbia

July 2004
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4 Click the down arrow V¥ to scroll the Select the Party box to locate
the party filer (in this example, the trustee).

®  Clickto highlight and sdlect thefiling party.

NOTE: When an dtorney or trustee files a document eectronicaly, they
will only have to add the party they are representing. The system
knows by the attorney login thet they will be representing the filer
and that information is recorded in the background and displayed
on the docket sheet.

STEP6 The PDF Document Selection screen displays. Multi-part motions should be
contained within one document or PDF file. Y ou will only be able to sdect and
docket one document or PDF file with the multi-part motion.

L 4 Click [Browssg], then navigate to the directory where the gppropriate
PDF fileislocated. Double-click the PDF file to select it and associate
it with the docket entry.

Note: If you wish to view the image before associating it with the
docket entry to verify that you have chosen the correct file, firg right
click on the highlighted filename and sdlect Open to view theimagein
Adobe Acrobat.

4 The Attachmentsto Document option defaultsto No. If you have
attachments to this document, click the Y es radio button to indicate
there are attachments. (Refer to module: Attachments to Documents
for more information)

NOTE: Pease notethat the PDF file for the motions are not attachments.

An attachmernt is another supporting document, such as afidavits
or exhibits.

An attached document will be referenced in the docket text

separately, and the attached image will be accessble by a separate
hyperlink within the docket text.

STEP7 TheFINAL TEXT EDITING screen displays. (See Figure 5.)

U. S. Bankruptcy Court for the District of Columbia July 2004
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Dackot Teat: Finsd Toxt
Maotion to Convert or i the alfernative, Motion fo Dismiss Case with prajudice Filed by Mare Albert
[ch3raind, )

Smerioe | Swbendoieg rhie gevsoen comeie tis rassaetian, Vs will ksve no further sgportundty ve modfy this
submassion if you rostives.

[Cear] Figureb

Thisisthe last opportunity to make any changes to this event.

4 Verify the accuracy of the docket text. Thisis what will print on the
docket shest.

L 4 If the docket text isincorrect, click the browser [Back] button at the
top of the screen one or more times to find the error.

4 Court staff have the ability to edit any part of the text on this screen.
4 If the docket text is correct, click on the [Next] button to continue.

STEP S The NOTICE OF ELECTRONIC FILING screen displays. (See Figure
6.

Fils a Malion:

LS. Bankregibcy Caurt
Veitinl Brates Bankisptey Tait Fai thie Diswic ol Calishia
Wence of Hectroar Fing

Thes Eallomomg reassaction was revsmsd froo obd Hranl | sofepsd ao ST22004 o 526 FM EDT and Bed on &' 82004
T [amu: Henga L. Tama

T [Nam b .07 K

Dorussent Nambar: 35

Diaerlcnd Toaxt:
Blotion o Conrert or v thr aliraainee, Moben to Diznns Cese wirh prwpudies Fied by Merc Albert (ch 1 3ran], §

The Billoswrayg ocomeat(s) are msocited wih ths ramartos

gty i st potd oo s, Do el

Dwiglwal Mowames O Seaened Docsrrenns Brendat Tr D Liv g

Elecaraade de-pmmcns Srang H

[STAMY bsoiStamp: TEm10 L1211 [Tt 18.2004] [FileHumbermiiziee] [ Figure6
FEET O3S0 Tdd 32T T T 19 e o3 20T 0 W TR0EA 162063 (haabd o 3 hetiad T

2762 M oo Ta 1 The 3o L EaZ 33 5500 LA n 03 2maT 40 eb 3 14 03EL 9 7c (2]

U. S. Bankruptcy Court for the District of Columbia July 2004



CM/ECF Multi-Part Motions - Page 110

L 4 Clicking on the case number hyperlink on the Notice of Electronic filing
will present the docket report for this case.

4 Clicking on the document number hyperlink will present the PDF image
of the gpplication just filed.

L 4 Scroll down to see participants who have or have not registered for
electronic noticing on this case.

4 To print a copy of this notice click the browser [Print] icon. Y ou may
as0 save the notice through the browser File/Save option.

U. S. Bankruptcy Court for the District of Columbia July 2004
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All Notices are

Notices

avalable through the hypertext link: Notices. The following ingructions will guide you

through the steps to file a Notice of Opportunity to Object.

NOTE:

NOTE:

NOTE:

STEP1

STEP 2

STEP3

STEP4

If the notice that you are docketing has a corresponding motion and
proposed order, the motion and proposed order must be docketed
separ ately, even if the notice language and proposed order are
contained in the same document/PDF asthe motion. The motion must be
filed PRIOR to the notice. Please refer to the M otionsand Orders sections
for specific ingructions on docketing notices and orders.

If the motion requires a hearing, please obtain the hearing date from our
web site at www.dcb.uscourtsgov and include this hearing date in the
motion and related pleadingsthat you are e-filing.

The U. S. Bankruptcy Court for the Didrict of Columbia does not require a
“Notice of Motion” or “Notice of Fling” to be filed with a motion. However,
when the mation requires an opportunity for opposing parties to object or a
hearing date, the motion must be accompanied by a Notice of Opportunity to
Object and aNotice of Hearing. (Text in red font added in August 2004.)
Notice of Opportunity to Object

Click the Bankruptcy hypertext link from the CM/ECF main menu.

The Bankruptcy Events screen displays.

L 4 Click the Natices hypertext link.

The Case Number screen displays.

L 4 Enter the case number in yy-nnnnn format.

L 4 Click [Next] to continue.

The Event Type screen displays.

U. S. Bankruptcy Court for the District of Columbia Updated August 2004
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Verify the case number and case name.

2 If the case number and name do not match the document, dick the browser
[Back] button to re-enter the case number.

Note: [f the system promptsthat you have entered an invaid case number, click
the browser [Back] buttonto try again. Y oumay use the browser [ Back]
buttonat any time during this process to verify former screens urtil the find
submission.

L 4 Usethe down arrow ¥ to the right of the Event Type box to scroll through the list
of events and sdect the document to be filed. Click to highlight Notice of

Opportunity to Object (11 Days). (See Figurel.)

L 4 Click [Next] to continue.

|Fila a Notice

- 00005 Dermm Hillen Washington

Change af Adukess |
Consumer Dehlor

Fant o sl

tatice - Generic

Cripominit: 10 Qe (11 Davs]
Crporunity 1o Obiect (14 Days]
Cpportunity io Object (15 Days]
Cyporuntyio Object i20 Days) =]

Hg-:-_x | Claar |

Figurel

STEPS The Joint Filing screen displays.

L 4 If thisfilingis joint with another atorney, click to place a check in the Joint Fling
box. If thisisnot ajoint atorney filing, no action is required.

4 Click [Next] to continue.
STEP6 The Select the Party screen displays. (See Figure 2.)

4 Click the down arrow ¥ to scroll the Select the Party box to locate the party
filer (in thisexample, the trustee).

U. S. Bankruptcy Court for the District of Columbia Updated August 2004
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L 4 Click to highlight and sdlect the trustee.

L 4 Click [Next] to continue.

F|+|-'H-:|-|t:t|_l,l

File a Motice:

02-00005 Diestt Hilen Wash ngion

Akl Create Mesy Party

IMikles: r‘,yr.h 2 [Fn|-:.|e-e]
Mivmzhingtan, Cevn Hillen [Dabitor]

Figure2

Mest| [Cieer|

STEP7 The PDF Document Selection screen displays.

L 4 Click [Browsse], then navigate to the directory where the appropriate PDF fileis
located. Double-click the PDF file to sdlect it.

Note: If you wish to view the image before associaing it with this docket entry,
before double-clicking, first right click on the highlighted filename and click on
open. You can view the image in Adobe Acrobat, then close Adobe Acrobat
when you have finished viewing the image.

L 4 The Attachments to Document option defaultsto No. If youhave attachments
to this document, click the Y es radio button to indicate there are attachments.
(Refer to module: Attachments to Documents for more informetion).

L 4 Click [Next] to continue.
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STEP 8

STEP9

The Associated Docket Entriesscreen displays. (See Figure 3.)

File 3 Modlce:
LGRS Dgpa H o 67 Wi ey 0T

T Bt i
= TR R Emmrgeecs Mot cador B
Anierwd T 150, Filed by Part

Figure3

4 Notice the objectiondue dateisautomatically set for 11 days fromthe date
the noticeisdocketed. It isimportant that you mail the notice and dock et
it on the same day, otherwise the 11 day deadline will not be the same.
CM/ECF calculatesthe 11 days fromthe date of the docket entry, not the
date the attorney mailed the actual notice.

4 Place a check mark in the box of the associated docket entry (i.e. Emergency
Motion for Relief from Stay).

L 4 Click [Next] to continue.
The Edit Docket Text screen displays. (See Figure 4.)
L 4 Veify the accuracy of the Find Docket Text.

L 4 Click [Next] to continue.
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File a Motice:

AA00005 Dava Hilen Wieshingt
Jo-LILILEE) LAY OIRED YYersninglen

|
| Dincies Tt Mosify as dgprapristn,

= THasieo of Opporoanity te Object Fllod by Bronda Estevisa sa hokelf of
=l Corpe . (Re: Reloted Docenentisp #:]24] Maten Gar Belef From Bty ) geotions dee by

vosi, Brosda)

Figure4

STEP 10 The Final Approval screen displays.
4 Verify the Find Docket Text. Read the warning message.
L 4 If the Final Docket Text is correct:
4 Click [Next] to continue and officidly submit document.
L 4 If the Final Docket Text isincorrect:

4 Click the browser [Back] buttonto find the error(s) and proceed withthe
event.

L 4 To abort or restart the transaction, return to Step 1 and begin again.
STEP 11 TheNotice of Electronic Filing screen displays.

L 4 Clicking onthe casenumber hypertext link onthe Notice of Electronic Filing will
present the Docket Report for this case.

4 Clicking on the document number hypertext link will present the PDF Image of
the document just filed.

L 4 Scroll down to see participants who have and have not registered for eectronic
noticing on this case.

4 To print a copy of this notice click the browser [Print] icon.
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4 To save a copy of this notice, dlick [File] on the browser menu bar and select
Save Frame As.

L 4 Y ou may aso save the notice through the browser File/Save option.
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Notice of Appearance Request for Notice

This module will provide you with stlep-by-step ingtructions on how to file a Notice of
Appear ance and Request for Notice.

The U. S. Bankruptcy Court for the Didtrict of Columbia has two different Notice of
Appearance and Request events. Thefirst isfor atorneys to enter their gppearance and the
second it to add a party to the mailing matrix.

I nternet userswill access CM/ECF through PACER and will use two
different sets of logins and passwords; one for CM/ECF filing and the
other for PACER access to queries and reports.

This module will assume that the internet user has accessed the
court’s web site with their court assigned CM/ECF login and password.

STEP1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu.
(SeeFigurel)
EECF Baukripley  «  Athersary ¢ Query ¢ Reporls o+ Ulfilies o Loyl ?
Figure 1
STEP 2 The BANKRUPTCY EVENTS screen isdisplayed. (See Figure 2.)

L 4 Click on the Notices hyperlink.

EE F Bankruptcy

Bankruptey Events

Answer/Besponse. .
Appeal

Clamm Achons

Creditor IMamtenance. ..
File Claims
Motions/Applications
Matices

Open a BE Case
Other

Plan

Order Tpload Figure2
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STEP3 The CASE NUMBER screenisdisplayed. (See Figure 3.)

NOTE: If you have dready accessed a case in this sesson, the number of the
last case accessed will be displayed. Leave this number if it isthe
correct case for thisfiling, or enter the correct case number (Y'Y -
NNNNN), to include the hyphen.

EEC F Eankruptoy

File a Motice
! Case Humber
| 0210005 SOL12345, 100 hle 11345 of LA bk 11545
Hea|  Clanr | Figure3
L 4 Click on the [Next] button to continue.
STEP4 The EVENT SELECTION screen isdisplayed (See Figure 4.)

4 Scroll to display the Appear ance event.

NOTE: Typing the letter “a” will diolay the first event sarting with thet
|etter.

L 4 Click to highlight, then click on the [Next] button to continue.

File a Notice

01-10005 Annie Hall

-
= = J Lx
Ancaarancs [Stamray)
painting Sucoessar Tustes

Ap
AssignTranster Cimim
Change af Addre=s
Consurmer Debio

Haarirg =
| et Figure 4
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STEP5 If not filing with another attorney, just click [Next]. If filing jointly, dick inthe

check-box provided, then click [Next]. (SeeFigure5.)
Miscellaneous:
I™ Toint filing with other attorney(s)
Mex] - _Clear] Figureb5

NOTE: If filing jointly, you will be provided with a screen liging the

attorney(s) on the case.
STEP6

The PARTY SELECTION screen in this example does not include our filer,
European Framing and Art. (See Figure 6a.)

4 Click onthe [Add/Create New Party] hyperlink to add the creditor.
Bankrprcy +  Adwersay » OQery + Reports « Utlitkes « Ligout ",'
Miscellangous:
ol [ AddiCrmate Hew Porty
=]
A
Mt Hl
Figure6a
L 2

Enter the creditor’ s namein the Last name fidd and dick on the
[Search] button to continue. (See Figure 6b.)

EE F Hirbripley 4 Mdeersirg o+ uerny

4 Humwly 4 Udities ¢ Lot ?
Fonrrh Tur oLy

R TaxTil

| :an U Hnzimu=: nHmin

Figure6b
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4 The PARTY SEARCH RESULTS screen is displayed.
(See Figure6c.)

L 4 If there are no matches found, the system will return a
No Person Found message.

4 Proceed to add the creditor party by clicking [Create New Party].

| 3E
Suareh Lo o pady

iy ) | Tus Tl
Lust Businesy s |

Sizzi.| il

Parns sanreh racnlre

Nankrphcy < AdurReeary  « CURRY  « Rapoeks - NHIHRE - 1 ngoist ?

Sy pensvn Jound,

Lo v e [é

Figure 6¢

4 The PARTY INFORMATION screen will appear. Change the Role
to Creditor, and then click on the [Submit] button to continue. (See
Figure 6d.)

EE F Uarkrupiey ¢ MAdbversery ¢ Uuery  Meporls ¢ Ulditiem © Luyuul ?

Furly hdvemeling

T.asruann |:1.||.'o|:e=: Srewzaz asd Lt Tsr namp

Sdiddle wane |— Lcneration l_ Tl l—
N ooy [
e | Aulilmee 1|
drdrass 1| Adtaee |
e [ wrare [ | b
Cowty [Tomze Cowmy [
Panw [ Bz [
Trmail I
ke [ Lale (AR - |
FParty x|
Zubmi. | sl | e |
Figure 6d
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NOTE: Y our name search may have found your party and may have aso found
more than one record having the same name. Clicking on each of the

nameswill display awindow showing the party’ s name and address
information for verification.

L 4 Y ou can now choose your creditor from this screen, then click on the
[Next] button to continue. (See Figure 6e.)

EE F Bankrupy + fuleersay 4 Uuory ¢ Hepurls o+ Uil ¢+ Lugowol 'F
C L

Miscellaneous:
[N T LT i

Helecl the Panry;

Fumjina =iairm s e el
i ok Crreancs, B |Ces Har
Fal =7 <1a |LIFRICT,

Eadsr nlan] roslee,

ANy, Atz L1 nslea

Figure6e
4 Create the Attorney/Party association by clicking in the check-box

provided on the ATTORNEY/PARTY ASSOCIATION screen.
(See Figure 6f.)

EECF Hankrupkoy = Adwecrsay - Uoery - Hopocts - Ubifbcs « Logoot 6

Mizeellaneaus:
JE TS faan: Bl

e W bervem o Lomen spnenmby weeer iz s ole mizlasiel S Lbis ne

Foase =meck ek assecrone Sl be eated s e

[ =arepran Sract > 2+d am er crnegiesentes s Wil Te T Gmbw

Ha= ﬂ
Figure 6f
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STEP7 The PDF DOCUMENT screenisdisplayed. (See Figure 7a.)

EE F IRy + ndWCrsIY 1 YRy v+ Kopoies -+ Lrldcs s Logout '?

N T Y T e |

b B il Ao = b Far smmepls U T B0 2T | g

Filemumn

| Firnwnr:...
Fatian lupneats b Diesweat, 7 o 0 2z,

Fad | Lomar |

Figure7a

4 Click onthe[Browse] button, then navigate to the directory where the
appropriate PDF fileis located and select it with your mouse.

. To make certain you are about to associate the correct PDF
filefor this entry, right-click on the filename with your mouse
and sdlect Open. (SeeFigure7b.)
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Figure7b

. Thiswill launch the Adobe Acrobat Reader to display the
contents of the PDF document. Verify that the document is
correct.

. Close or minimize the Adobe gpplication &fter verifying the
correct file and click Open on the File Upload dialogue box.
(SeeFigure7c.)
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Figure7c

4 Accept the default setting of No to the Attachments to Document
prompt. Attachments will be covered in another module,

L 4 Click on the [Next] button to continue.

STEP 8 The FINAL TEXT EDITING screen will be displayed.
(SeeFigure8.)
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Figure 8

L 4 If theinformation displayed is correct, click [Next] to continue.

U. S. Bankruptcy Court for the District of Columbia July 2004



CM/ECF Notice of Appearance - Page 126

STEP9 The FINAL DOCKET TEXT screen will be displayed.
(See Figure9.)
E CF Favkruptry = Aduecrary = CUAy = Rpparts = [HEHRE = | ngoust ?.

Mizcellansous:
U 1000 A e Lol

[Pkl Tu b Tirl Tasl

Metce of Appearance aud Meqoest Far Metce by DL, Wilran Lilled by Creditar Lmeope au
Framing, unil ArL VAl TLT

Siktrutica ! ¥ubwgtting this soveru cowguits Hids anFackdan, Toa will hare vo Turther
apqrrruritr m madily this sohedzeian if gon enetnna.

Figure9

L 4 Review the docket text carefully. Thisisyour last opportunity to make

any changes before this entry becomes an officia part of the case
docket.

L 4 If the information is correct, click [Next] to continue.
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STEP 10 The NOTICE OF ELECTRONIC FILING screen is displayed.
(See Figure 10a.)
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Figure 10a

L 4 Clicking on the case number hyperlink on the Notice of Electronic Filing will
present the docket report for this case. (via PACER)

4 Clicking on the document number hyperlink will display the PDF image of the
document just filed. (via PACER)

L 4 To print acopy of this dectronic receipt click the browser [Print] icon.

L 4 To save acopy of this dectronic receipt, click [File] on the browser menu bar
and select Save Frame As.
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Features of the CM/ECF Notice of Electronic Filing:

*

*
*
*

Hyperlink to docket sheet

Date and time stamp information
Casetitle

Docket text

. Text produced from docket event
. Annotated text in italics

. Attachment type, description and attachment number, which is
ahyperlink to the PDF file of the attached document.

Associated PDF documents:

. Document description: Defaults to the Main Document being
filed.
. Origind filename Thefull directory path and
filename from firm or court’s
PC or network.
. Electronic document samp:  Unique identifying name of the

document being filed for
security purposes. Key file of

the court used for encryption.
. Document description:  Thefirst document entered on the
attachment screen (if any).
. Origind filename: The full directory path and

filename from thefirm or
court’s PC or network.

. Electronic document samp:  Unique identifying name of the
attachment for security
purposes. Key file of the court
used for encryption.
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4 Notice will be electronically mailed to:

Any party on the case who has registered their e-mail address with the
court will be listed here with their current e-mail address, not their street
address.

L 4 Notice will not be electronically mailed to:

Name and traditional mailing address of other parties on the case who
have not furnished their e-mail address with the court.

NOTE: Subscribers to eectronic noticing will be given “one free look”
at the PDF document that was filed. This message will gppear
on each notice:

**NOTE TO PUBLIC ACCESS USERS***

Y ou may view the filed documents once without charge. To
avoid later charges, download a copy of each document during
thisfir & viewing.

Queriesand Reports

L 4 Attorneys, trustees, and other externa CM/ECF users will have access
to the Notice of Electronic Filing when it isfirst generated. To obtain a
duplicate copy, a docket report can be generated with an option to
include the Natices of Electronic Filing.

However, subsequent access to any Query or Report programs for
attorneys and trustees must go through the PACER system.

4 When an atorney or trustee filer selects a menu option from Reports,
Query or the Clams Regider, they must accessit through the Public
Access to Electronic Records (PACER) program

Users must dready be registered with the PACER system to have a
login and password. Note the information on the screen below. (See
Figure 10b.)
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Responses/Objections/Answers

Trudeesfile avariety of responses, objections and answers. The following ingtructions will guide you
through the Electronic Case Filing (ECF) system for docketing events such as responses, objections

and answers. A

Ithough the example in this module demondtrates a Trustee' s Response to a Motion for

Rdief from Stay, the same steps would be followed for any other type of response, reply or answer.

NOTE:

STEP1

STEP 2

STEP3

STEP4

STEP5

Technicdly the following events are claim actions: (1) Objection to Claim, (2)
Objection to Transfer of Claim, and (3) Objection to Debtor's Claim of
Exemptions. However, we have placed them under the Motions/Applications
menu instead of the Claim Actions or Answers menus.

Therefore, when docketing (1) Objection to Claim, (2) Objection to Transfer
of Claim, and (3) Objection to Debtor's Claim of Exemptions please use these

events listed under the Motions menu. Please do not use the objection event
under the Answer menu.

Click the Bankruptcy hypertext link on the CM/ECF Main Menu.

Note: If the response, objection or answer isin an adversary proceeding, choose the
Adversary hypertext link.

The Bankruptcy Events screen displays.

L 4 Click the Answer/Response hypertext link.

The Answer /Response screen displays.

L 4 Click the Reference an Existing motion/application hypertext link.

The Case Number screen displays.
L 4 Enter the case number in yy-nnnnn format.
L 4 Click [Next] to continue.

The Document Type screen displays. (See Figure 1)
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EE F Bankruptcy

File an answer to a motion

04-0030%3 Betline E. Ball-Dean

3

[Ohjection

Opposition
Feply .
Response Figure 1
L 4 Verify the case number and case name.
L 4 If the case number and name do not match your document, click the browser

[Back] button to re-enter the case number.

Note: If the system prompts that you have entered an invalid case number,
click the browser [Back] button to try again. Y ou may use the [Back] button
a any time during this docketing process to verify former screens until the fina
submission.

L 4 Click the down arrow V¥ inthe Document Type pick list to reved list
document options. The options are:

4 Objection
L 4 Opposition
4 Reply

L 2 Response

L 4 Click [Next] to continue.

STEP6 The Select the Party screen displays.
L 4 Click to highlight the name of the Trugtee filing the response.
L 4 Click [Next] to continue.

STEP7 The PDF Document Selection screen displays.
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L 4 Click [Browsg], then navigate to the directory where the appropriate PDF file
islocated. Double-click the PDF file to sdlect it.

Note: If you wish to view the image before sdecting to be sure you have chosen the correct
file, before double-clicking, fird right dlick on the highlighted filename and click on open. You
can view the image in Adobe Acrabat, then close Adobe Acrobat when you have finished

viewing theimege.

L 4 The Attachmentsto Document option defaultsto No. If you have
attachments to this document, click the Y es radio button to indicate there are
attachments. (Refer to module: Attachments to Documentsfor more
information).

4 Click [Next] to continue.
STEP8 The Associated Docket Entries screen displays. (See Figure 2)

4 Sdect the motion you wish to answer by clicking in the box next to the date
(the*“include’ column). Thiswill link the response to the motion.

L 4 Click [Next] to continue.

File an answer to a molion:

Ca-00303 Bardine E, Ball-Desn

[iwlact tee appreprisls avarliEl to whick wotr avant relstes:

0525004 10 Amended Mobon to Cammiss Cace Filed by Cymrboa A Fides (Mhikle, Cymrbo A
P 052504 12 Application o Ceompenestion Far Fevn D, Judd , Coneultznd, Perie-d, 200200 to
U200, Fee §50, Experses: £50. Fled by Kevn [ Judd (Esteves, Brenda)

2| oy Figure 2
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STEP9

STEP 10

The Final Docket Text screen displays.

*

*

*

A prefix box is available to add more detail to the docket text if required.

Click the down arrow 'V to display the prefix options. Options to choose from

are:

[none]
Agreed
Alias

Amended
Emergency
Ex Parte
Expedited
Fifth
Find
First
Fourth
Interim
Intervenors
Joint
Limited
Omnibus
Opposition
Proposed
Sedled
Second
Sixth

Supplementd

Supporting
Third

Third Party

Verify the accuracy of the Find Docket Text.

Click [Next] to continue.

The Final Approval screen displays.

*

*

If the Final Docket Text is correct:

*

If the Fina Docket Text isincorrect:

Click [Next] to continue and officialy submit the document.

U. S. Bankruptcy Court for the District of Columbia

July 2004



CM/ECEF Attorney Training Materials

Responses/Objections/Answer s - Page 137

STEP 11

Summary of Steps.

4 Click the browser [Back] button to find the error(s) and then proceed
with the event.

L 4 To abort or restart the transaction, return to Step 1 and begin again.

The Notice of Electronic Filing screen displays.

*

*

*

Step 1
Step 2
Step 3
Step 4
Step 5
Step 6
Step 7
Step 8

Clicking on the case number hypertext link on the Notice of Electronic Filing
will present the docket report for this case.

Clicking on the document number hypertext link will present the PDF image of
the document just filed.

Scroll down to see participants who have and have not registered for eectronic
noticing on this case.

To print a copy of this notice click the browser [Print] icon.

To save acopy of thisnotice, click [File] on the browser menu bar and sdlect
Save Frame As.

Y ou may aso save the notice through the browser File/Save option.

Click Bankruptcy

Click Answer/Response

Enter Case Number

Sdlect Type of Response

Select Party Filer

Associate PDF Document

Link to Document being Answered
Edit/Verify Find Docket Text
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Orders

Orders can be uploaded under both the Bankruptcy and Adversary menus in CM/ECF. The orders
must be associated with a specific case and a related document.

All proposed orders must:

. Be converted to PDF format befor e uploading them into the system.

. Have four inches of white space (no text or other characters) in thetop margin of the
first page of the order.

. NOT haveasignaturelinefor the judge at the end of the order. Thejudge will sgnthe
order using and dectronic slamp that will be gpplied to the top margin of the first page of the
order (hence the requirement for “white space”’).

Asof September 2004, the Court requiresthat all orders be submitted asfollows:

1. Include the proposed order asan ATTACHMENT to the motion, AND
2. Upload the order into the Court’s Electronic Order Processing application (E-Orders), which is
within the CM/ECF application.

Specific ingructions follow below.

Proposed Orders
Proposed orders are submitted twice using two
separate steps

Step One - Attach to Pleading Step Two - Upload the Order
—  When filing a motion, —  Use the Bankruptcy ->
objection, etc... file the Upload Order Menu

proposed order as an .
attachment to the — This step allows court

pleading personnel and Judge

—  As an attachment, the Teel to process the order

proposed order is electronically

available for all parties to — The “uploaded” order is
view on the docket at any available to court

time personnel ONLY
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PART 1-INCLUDE THE ORDER ASAN ATTACHMENT TO THE MOTION

STEP 1 File the motion using the ingructions found in the “Motions’ section of this Attorney
User’s Guide.
STEP 2 Sep 7 infiling amation isthe PDF selection processin which the filer browses and

navigates to the directory where the appropriate PDF file is located.
4 Browse to select the PDF file of the motion.

4 Whereit asks “ Attachments to Document”, change the radio button to yes

Heankr uptoy

(00005 Dizgan Hillen Washing

Select the pdf document For example 001 ¥eefi01-21 p)
Filename

w . oM ECFTraningI2-000% hotonp:  Braese..
Change default to yes —> IAttachments to Docament: © Mo & Tes

STEP3 Add the proposed order as an attachment to the motion by following the instructions on
the Select Attachments screen.

4 Browse to sdlect the PDF file containing the proposed order.

4 Select the document type - Proposed Order.
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File a Moticn:

0200 S Dearvt Hillens WWashinifion
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) A the Slenarce to the ket b belowr, 1 pou have meore atachioint, go back b= Step | Wi e b of Hinanies © conplete, chok on tie B buton

Adduli |

Paivases {106 Lk

Pt |

4 Click onthe“Add to List” button to add the proposed order to the list of
attachments to the motion.

L 2 After the“Add to Ligt” button has been clicked, the “Filename” and
“Type” windows will clear and the file path will gppear in the list box at
the bottom of the screen. |If there are additiond attachments to the
motion, repesat the above steps. When complete, click “Next”.

File a Molion:
D-00005 Diwen Hilgn Waskinggan

[Selert ope or more sttachments.
13 Enker he paf Socument ot c ot sachmernd (for example: O appandis 6
Filersine

| © Biwsia

[0 Select o doourent e adon eaber o depcnpbian
Typs Dhasewiprrd e
I |

T Bddd e Glennmme fo the bt bo baleew. [ yon bonre more abiachonents, go back: o Soap | "When the betof Senames 1= complete. chick: on e Mlest bagtan

[ RA EC Y Trmis e E-00015 Pronpaed Crder ool

S L)

Asmrmdonlil |
e |

STEP4 Finish filing the motion.
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PART 2 - UPLOAD THE ORDER

Y ou will need the file name of the converted document for the upload process, so ether remember or
write it down for future use.

Upload a Single Order

The Upload Single feature dlows you to upload only one order at atime. Y ou must have the case
number the order is related to for beginning the process

STEP1

STEP 2

STEP3

STEP4

STEPS

Click the Bankruptcy hypertext link from the CM/ECF main menu.
The Bankruptcy Events screen displays.
L 4 Click the Order Upload hypertext link.

The Order Upload category will appear (See Figure 1)

sy |£I bk pe e o ke, oo b goyogrbm o gn p 22 52 P S0B L2511 _S16_0-1

EE C F Bankrupicy ' Aihnersary

(irder Uplaad for Bankrupecy
S Figurel

1 Smule

L 4 Click Upload Single.

The Case Number screen displays.

4 Enter the case number in yy-nnnnn format.
4 Click [Next] to continue.

The Enter Related Document Number screen displays. (See Figure 2)
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Figure 2
L 4 If you know the related document number type it in the space provided.
L 4 Click [Next] (thiswill take you to the screen shown in Figure 5.
L 4

If you do not know the number, click Next and the program will take you to
the search criteria screen, (See Figure 3).

Upload a Single Order

Sploct the eatennry to which yomr event relatas:

[=A it ~
masFal
LI

court
creatch
gz
o
e e

pEn

tsrr 7|
Filed |1,- 2002 to B2 I03

Documams |1 o I'IZ
“Jad | < ear |

Figure 3

L 4 Enter your search criteria

L 4 A document category must be selected; however, file date and document

ranges are optional.
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4 Click [Next] to continue. The next screen displays the search results. (See Figure 4)

4 Sdlect the related motion by clicking the appropriate box.

EEC F Eankruptoy

Upload a Single Order
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Figure 4

STEP 6 The Order Information screen will display. (See Figure5)

Reparts N usiiEies

Upload a Single Order

Caze Mumnher: (4-00303

Case Name: Berlne E Ball-Dein

Faelated Deooment Mamber: 10

Ralated Dacament Deseriprion: IMemen to Dime Cam

Order Type | -

Hiarieg Dato | Bannage: ISV ar 11908

Fie o Urln-irll Hrowse. |

Mata: Vea cam ondy uplo ed Alos with & .pdf ectescion. T yos use Adoks Acrokat Wister waargios 3 s 4 te convert orders te pdl, your osdors should be
prepared using the Ceurser, Hebretica, ar Time s Mew Boman foat (regelar, bold, salic, asd beld salich. I you wre Adebe Screbat Writer version 5, year
apdars sbould he preparad nsing thie Arkal, Canrier, or Times Tew Romman st (remalar, Tobd, B, asd Bald italick, Cnbser fosts will nor process

corre ciy threugh the court's neticmg center.

Attenting!! Sulkmitting this soreen commits thic transaction. Yeo will kave no ferthor opporoumity tn modfy this submissios if yen eostmne.

M| e |
Figure 5
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4 Select the appropriate Order Type. The order type sdections include:
Ex Parte (no hearing required)
Expedited
Hearing Held
Hearing Scheduled
Suspense (1-day obj)
Suspense (2-day obyj)
Suspense (3-day obj)
Suspense (4-day obyj)
Suspense (5-day obj)
Suspense (6-day obyj)
Suspense (7-day obj)
Suspense (8-day obyj)
Suspense (9-day obj)
Suspense (10-day obj)
Suspense (11-day obj)
Suspense (14-day obj)
Suspense (15-day obyj)
Suspense (18-day obj)
Suspense (20-day obyj)
Suspense (21-day obj)
Suspense (23-day obyj)
Suspense (25-day obj)
Suspense (30-day obyj)
Suspense (40-day obj)
Suspense (60-day obyj)
Other

NOTE: In addition to those listed above, there are severad different suspense periods
avaladle.

L 4 Obtain a hearing date from the court’ s web Site (www.dcb.uscourts.gov) and enter the
Hearing Date.

4 If ahearing date has not been set in advance with the court, leave the hearing
date blank.

L 4 The PDF Document Selection screen displays.
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L 4 Click [Browsg], then navigate to the directory where the appropriate PDF file
is located. Double-click the PDF file to sdlect it.

Note: If you wish to view the image before selecting to be sure you have
chosen the correct file, before double-clicking, first right click on the highlighted
filename and dlick on open. You can view the image in Adobe Acrobat, then
close Adobe Acrobat when you have finished viewing the image.

Note: Pleasereview the note on the screen (See Figur e 5) aout PDF file
format and fonts and be sure the PDF file is formatted properly, if improperly
formatted we cannot guarantee the order will be processed correctly through
the court’ s noticing center. Also, please be sureto allow four inches of
blank, white space in thetop margin on thefirst page of the order.

L 4 Click [Next] to continue.

STEP7 The Order Upload Confirmation screen will display. (See Figure 6).

EECF Bankruptoy . Adwarsary

Upload a Single Order

I'hoe yoewr pdt file 13 . pdf weas uploaded sueressfuky on G0 L0200 — 004 ARD

Lirder Lype: —car=g e huled

Case umber 05-52007 -l

CH:IE Ntl.lﬂt': Eﬂl'.'ﬂil Lrisl.'u

Ftelated Dacunient Fanbers 1

Felabml Tl Thesmceapnann: Woelior Lo Zoepel Ssaredomneil

I Ceaning Drake: &2552000

L. arain

Figure 6

4 The PDF file (order) may be viewed by clicking on the PDF number hyperlink to
verify you have uploaded the correct order to the case. It isagood idea to note the
number assgned to the PDF file by the system.
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Upload an Additional Order or Replace an Order (in Upload Single)

In some instances an order may need to be replaced or a second order created. For example, after a
hearing the judge may ask both attorneys to submit revised orders. The trusteg/attorney submitting the
origina proposed order would replace their submission with the revised order and the other atorney
would upload another proposed order related to the case. However, an order cannot bereplaced if
the original order has been routed to the Judge. If thisisthe case, the system will let you know you
the order cannot be replaced at thistime. An external filer cannot replace an order uploaded by a
different filer.

STEP1 The process of replacing an order or uploading an additiona order isthe same asthe
upload process described in Part 1 above; however, after selecting the document
number awarning screen gppears | etting you know an order(s) dready exigsfor this
document number and gives you the option to create a new order or replace an
exiding order. (SeeFigure?7).

4 Choose to create or replace the order as appropriate by clicking on the radio button
next to your sdection.

EE F Oankmipkcy + MOUEFSaFY + Quary « Raports + Utlides + La

Upload a Single Ordar

Wanrwinm: Th= Snlleeanrs o de 2 aleads e=ic b Fimos2 ve m2ee ard retated dorarent
T

F e

F T sl orsathier voreia

¢ Fepace the exgral cxdoe):)
I feacsds ardes 105

r -"W-r::-' = bl M
Hest|  lear |
k.
Figure7
L 4 If you choose to replace the order, then you must designate which order you are

replacing by clicking the check box next to the corresponding order number. Y ou can
click on the PDF hyperlink to review the PDF files to help determine the order to be
replaced. Y ou can replace more than one order a atime by selecting multiple check
boxes.
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L 4 Click Next. The same screen as Figure 5 will appear.

L 4 Continue by adding the information the same way asin Part |- Upload Single
Order. then finish the upload process as described. Y ou will get a confirmation
screen that looks like Figure 6 to let you know the process was compl eted
successfully.
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UNITED STATES BANKRUPTCY COURT
FOR THE DISTRICT OF COLUMBIA

IN RE
LORELLE DANCE : Chapter 13 Case No. 01-00253
Debtor

ORDER REDUCING THE PRE-PETITION ARREARS CLAIM OF EQUICREDIT
CORPORATION, WITHDRAWING BALANCE OF SAID CLAIM AND SETTING DATE
FOR FILING UNSECURED DEFICIENCY CLAIM

Upon consideration of the Trustee's Motion to reduce the
secured pre-petition arrears claim of EquiCredit Corporation, filed
as secured in the amount of $18,533.12, to the amount paid, and to
deem the balance of said claim withdrawn and to set date for filing
an unsecured deficiency claim, including opportunity for EquiCredit
Corporation to notify the Court if its foreclosure sale did not
occur, together with the court record herein, it is,

ORDERED, that the Trustee's Motion be and the same is hereby
granted, and the pre-petition arrears claim of EquiCredit
Corporation, filed on May 31, 2001, in the amount of $18,533.12 is
hereby reduced to the amount paid, and the balance of the secured

claim is hereby withdrawn, subject however to the right of said

creditor to file a proof of claim for any unsecured deficiency



within 30 days after entry of this order, or within any court-
authorized extension, or within the time set as a bar date i1f the

case is or has been converted to another chapter.

Lorelle Dance
3618 18t St NE
Washington, DC 20018

Sharon Kelsey
9200 Basil Ct
Suite #550
Largo, MD 20774

EquiCredit Corporation
PO Box 2240
Brea, CA 92822-9838

EquiCredit Corporation

c/o0 Gene Jung

Bierman, Geesing & Ward LLC

Air Rights Center, Suite 315, East Tower
7315 Wisconsin Ave.

Bethesda, MD 20814

EquiCredit Corporation
c/o Allan P. Feigelson
8337 Cherry Lane
Laurel, MD 20707

Cynthia A. Niklas, Esqg.
4545 42nd St. Nw, #211
Washington, DC 20016-4623

Pg. 2 of 2
(01-00253)
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IT IS HEREBY ORDERED, ADJUDGED and Y oF cOVT

DECREED THAT THE ORDER SET FORTH
BELOW IS HEREBY SIGNED AS AN ORDER OF
THE COURT TO BE ENTERED BY THE CLERK.

Signed: June 30, 2004 Mmﬁ

< S. Martin Teel, Jr”
UNITED STATES BANKRUPTCY JUDGE

UNITED STATES BANKRUPTCY COURT
FOR THE DISTRICT OF COLUMBIA

IN RE
JODI H. LIVERPOOL : Chapter 13 Case No. 04-00607
Debtor

ORDER SUSTAINING TRUSTEE’S OBJECTION TO CLAIMED AMENDED
EXEMPTIONS

Upon consideration of the Trustee'’s unopposed Objection
to the debtor’s Claimed Amended Exemptions, pursuant 11 U.S.C.
8522(d)(5)&11 U.S.C 8522 (d)(1), and the court record herein, it is
ORDERED, that the Trustee’s Objection to Claimed Amended
Exemptions be and the same is hereby sustained and debtor’s said
Claimed Amended Exemptions be are hereby disallowed to the extent

they exceed the statutory maximum amount of $975.00 in value.

Jodi H. Liverpool
910 52" Street, NE
Washington, DC 20019



Matthew Hertz
1015 18" Street, NW, #801
Washington, DC 20036

Cynthia A. Niklas

Chapter 13 Trustee

4545 42" ST NW #211
Washington, DC 20016-4623

Page 2 of 2 Chapter 13 Case No. 04-00069
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Docket Report

This lesson describes the public Docket Report, sometimes caled a Docket Sheet, and how it
can be generated.

I nternet userswill access CM/ECF through PACER and will use two
different sets of logins and passwords; one for CM/ECF filing and the
other for PACER access to queries and reports.

This module will assume that the internet user has accessed the
court’sweb site with their court assigned CM/ECF login and password.

STEP1 After you have logged in to CM/ECF, click on the Reports hyperlink on the
CM/ECF Man Menu (See Figurel).

Figurel

STEP 2 The REPORTS screen displays, with alist of reports that can be generated
(SeeFigure 2).

L 4 Click on the Docket Report hyperlink.

-3 =
UECF ankngibey + Adversaty o INRY s« Bemorks o IHilites o Dogoot ?

Heprts

EED
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Cocke Zeoct
Cal--dr Farrts
Cresmet lading Bl eis

Figure2
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STEP3 The PACER LOGIN screen displays (See Figure 3).

NOTE: Accessto any CM/ECF queries or reports by non-court users must be
through the Public Accessto Court Electronic Records (PACER)
program. If you have not done so aready, you must register with the
PACER Service Center to be given alogin and password. Notethe
information that is provided to users on the screen above.

a ililex « linpn

PACER Lagin

Hate e
Toewis s skl Wl Fiw Ce 20wt Boieevos i Ui, e - i szl ol szt
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Inatructions
Erdiz jont BOF ooz pusssd

2 -I'.Eu:-' Ln-:sl:-f_ﬂ- "]'u.m:‘lc‘-' tl- FLER]: .'\,|.I'|_"|:|'|
2.2 FACER et i pocsasesad, Tons Oz s i
i by (b Tods wods o o -u}-l. Ikzly on

[T keabathi- sy sl P2RFR L

Figure3

L 2
Enter your PACER Login and Password. (These fields are case senditive).

4 Enter the Client Code (optional). This optiond field is used for billing
by PACER users. The datawill beincluded in PACER hilling reports.

NOTE: If youdickintheMakethismy default PACER login box,
your login will automaticaly gppear each time you attempt to
access PACER. If you dlick on the[Reset] button, al entries
will be cleared.

4 Click onthe[Login] button.
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STEP 4 The DOCKET REPORT sdection screen displays (See Figure 4).

4 The following fieds are available for sdlecting/entering criteriafor
generating the Docket Report:

¢ o+ Peuele o« NBEliee + Liggm

Docket Sheet

Cumue qparnlies

= Taled | I
 Burered b

Trnrmmrairs I ™

Flol cree ddpmi s

Fleol meste Tob 2 Thoteori Tl
A LLML

e

Sl by IIII s il j

Pur 2 _rul I HE

Figure4

» Case number — The number of the last case you accessed during
the current CM/ECF session gppears automaticaly. Type another
case number if you want to view the docket report for a different
case. Thisisarequired fidd.

* Entered/Filed—To limit which entries are shown by date, sdlect
ether “Entered” (when the entry was recorded by the court in
CM/ECF) or “Filed” (when the document was filed).

Enter the start and stop date in the format mm/dd/yy or
mnvddlyyyy.

Y ou can enter agart date with no end date, which will include dl
entries from the date specified onward, or you can enter an end
date with no start date, which will include al entries up to the
specified date. If no dates are entered, al entries will be selected.

*  Documents — To limit entries by document number, enter the
beginning and ending numbers. This feature enables usarsto be
charged only for the desired data on large cases.
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STEP5:

*

*

Include terminated parties— A check mark in this box will
include any parties that have been terminated from the case.
Uncheck the box to show only current parties in the case.

Include linksto Notice of Electronic Filing - A check mark in
this box will cause the docket sheet to include a® Slver bal” link
back to a copy of the Notice of Electronic Filing that was created
when the event was origindly filed.

Preferred format:

HTML - Format for Netscape or other ISP (Internet Service
Provider) email service. Hyperlink provided.

OR

TEXT - Format for cc:Mail, GroupWise, or other
non-ISP email service. Hyperlink will not be provided.

Sort by — This sdlection dlows you to sort the entries in the report
by:

Oldest datefirgt

Most recent date first

Document number ascending

Document number descending.

These sdlections can affect the number of pages displayed and PACER
charges and may be changed if you are interested only in the most
current activity.

The[Clear] button will reset dl fiddsto their default values.

After entering your criteria, click on the[Run Report] button.

The DOCKET REPORT displays (See Figure 5a):
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Figure 5a

NOTE: Any “CaseHags’ pertaning to the satus of the case will be digolayed at the
top-right corner of the report. This particular case has one (1) flag indicating
that Fee Ingtallment Payments are due.

L 4 Clicking on a “blug’ document number hyperlink from the docket
report will firg display a transaction receipt indicating a billable amount
if the user decides to accept the charges and view the PDF document.
(SeeFigure5b).

NOTE: The opportunity to review charges FIRST applies to PDF documents
only.
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L 4 If you choose to accept the charges, click on the [View Document]
button to view the associated PDF document and the selected
document will be displayed. (See Figure 5c).
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L 4 After viewing the PDF document, either click on the [Back] icon of
your internet browser’ stool bar or close Acrobat Reader to return to
the previoudy displayed screen.

NOTE: DO NOT exit out of your document reader by using the Close “ X”
button at the top-right corner of your screen. Thiswill exit you out
of CM/ECF.

L 4 A separate Transaction Receipt will be displayed a the end of the
docket report indicating the number of billable pages for the report.
(SeeFigure 5d).

PACER Service Center

Transaction Receipt

| 059,/05/2002 09:26:15

IPACER Login:  |ao0035 |Client Code:

|Descripﬁun: |D-:n::1=:et Report |Case Mustiher: |E|2-1EIEIE|5
Billahle Pages: |1 Cost: 007
Figure 5d
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Intentionally Blank Page



14. Internet Credit Card



Intentionally Blank Page



On-Line Credit Card Payment Guide Page- 167

Internet Credit Card Processing
Overview

The credit card module enables attorney filers to pay filing fees interactively. Attorney e-
filers are given authorization by the court to directly pay CM/ECF filing fees viathe
Internet to the U. S. Treasury. All e-filersare must pay fees at the time of filing using
acredit card. If for any reason an e-filer isunableto pay feeswith a credit card at
thetime of filing, the e-filer MUST CALL THE COURT'S CM/ECF HELP DESK
BEFORE FILING THE PLEADING.

E-filers who do not pay outstanding credit card balances within 48 hours of the time of
filing will be locked out of CM/ECF and prevented from further e-filing until the balance
has been paid. If the feeisnot paid after the 48 hour time period, the Judge may do an
order striking your pleading.

The procedures for using this module work similarly for new case openings, motions,
adversaries, and other filings requiring fees.

Security Requirements

In order to successfully use the on-line credit card payment module, your browser must
have 128-bit encryption. Please follow the instructions below to determine if your
browser supports 128-bit encryption

Microsoft I nternet Explorer (4.X, 5., 6.X)

Open Internet Explorer

Click on the “Help” menu item at the top of the screen

Select “About Internet Explorer”

A small window appears on your screen indicating the version of Internet
Explorer, as well as the encryption or cipher strength of the browser. This will
indicate 40-bit, 56-bit, or 128-hit. If this screen indicates that you have anything
other than 128-hit, or does not indicate the encryption level, you must upgrade to
aversion with 128-bit encryption.
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Payment Process

Upon the successful submission of a docket entry requiring afiling fee payment, the filer
will immediately be offered the option to pay the filing fee viathe Internet. A pop-up
credit card payment window will appear on the screen overlaying the standard CM/ECF
receipt of electronic filing notice. The screen will contain the new filing fee charge and
any other outstanding CM/ECF Internet filing fees, as shown in Figure 1. The attorney
filer has the option to pay after every transaction or to smply continue filing and make
one payment for all fees due at the end of the day.

==l x|

/) TXEB Test Database -

File Edit View Favarites Tools  Help |-
=Back + = - @) 2] Al | @search EFavotes Pveda (B | E-[A S B - 2 H
Address I@j https: flecf-test. bxeb.uscourts . gov cgi-bin/login. pl?619792386986063-L_916_0-1 Ll (("{)GD | Links **

F I I e Summary of cirrent charges: W _

04-10001 Date e
T Description Amount
2004-03-18 Chapter 13 Voluntary Petition, All Schedules

& Statements (fee)-caze upload(04-60005) $194.00 o=

084636 I aseupld,1305u] ¢ 194.00)
2004-03-18 Motion for Relief From Stay(04-10001) $ 150.00
Notice of E1| 09:00:53 [motion,mtlfsty] ( 150.00) )
The followir Total: § ST and
filed on 3/18 344.00
Case Namse
Case Numt
Document | Pay Mow Continue Filing | |
Docket Tex I il
|&] Done [ [ [ mternet

ﬁstart”jg & D » || Bias. @r:::are... @1nter...|@TXEB...“@Elect“. |89 N>R ®TES 901 am

Figurel
If You Continue Filing

Y ou will receive an opportunity to “Pay Now” after each subsequent transaction.
Alternatively, if you choose “ Continue Filing” and fail to pay after your last
transaction of the day, you may pay at the end of the day using the “ I nternet
Payment Due Report” as described in the Reports section below.
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If You Pay Now

Choose “Pay Now” and the credit card information screen will appear asin Figure 2.

2} TXEB Test Database - Mi plorer - =] x|
Fil=  Edit  Wiew Favorites Tools  Help |ﬁ
Back v o= - @ 4] 4 | Qysearch [GFavorites  GlMedia o4 | B-rASE-2H
Address Ig‘l https: flecf-test, bxeb.uscourts . gov cgi-bin/login. plP& 19792 3869660631 _916_0-1 j @Go | Links **

=
o
= = 1
F I Ie Please enter your credit card information below. Please
do not enter dashes or spaces:
04-10001 Name: Bob testatty
Total: $344.00
Card Type: IPIeaSB selecta card lypej |
Card Number:
Expiration Date: [03 7] [2004 7]
Notice of El Submit Payment |
For your privacy and protection,

The followir the information submitted here is encrypted using 128-bit SSL. 5T and

filed on 3/18
Case Namse
Case Numt
Document |

Docket Tex e ]

|@"| Done ’_’_ré_ |° Inkarnst

iaﬂart”j M ey »m | e | @Tx...”@ug.“ @Int...' |8y NHSERBDEE  sozam
Figure2

=  Select the appropriate Card Type from the drop-down menu
= Enter the card number

= Enter the expiration date

= Click the “ Submit Payment” button
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After entering the credit card information and clicking the “ Submit Payment” button, a
screen will appear as shown in Figure 3.

il Internet Credit Card Manual.doc - Microsoft Word : _ =1 =]
JEiIe Edit Wiew Insert Format Tools Table indow Help Acrobat x|
DR SRt E2@Bo-[or -@2fwm - -2-BIU[ESEEE|4-A-%2
B

R Your transaction is being processed. Please wait
ﬂ while your credit card is authorized.

F i Ie For your privacy and protection,
the information submitted here is encrypted using 128-bit SSL.
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Figure3
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When your payment has been authorized, a screen will appear as shown in Figure 4.

‘3 TXEB Test Database - fE Inte er =181 x|
Fle Edit View Favorites Tools  Help |-
daBack v = - @ 4] 4 | @search [FiFavorites Fhmedia o4 | Ey- (4 S -5 H
Address Iﬁj https: ffecF-test, bxab.uscaurts . gov cgi-binglogin. pl?6 1979238698006 3-L_916_0-1 j .fDGo | Links **

o /3 https:/ feci-test.txeb.uscourts.gov /cgi-bin/ccstatus.pl?check
= = I
F i I e United States Bankruptey Court
FEastern District of Texas

04-10001
Thank you. Your transaction in the amount of $ 344.00 has been
completed.
Please keep a copy of your fransaction receipt for future reference. The =
transaction number is 1111B30189.

Notice of El

The followir 5T and

filed on 3/18
Case Namz¢
Case Numt

Document |

Docket Tex 2 =

|@ Cone ’_ ’_ E |Q Inkernet

stert] | (5 @ 2> || 22 | [0 Evre [[Enee. B W NHSORODE oot
Figure4

After printing this screen for your records, click the “Close Window™ button.

All completed online payments will show areceipt entry that is automatically posted to
::Jen:jt?ecrket sheet for the case(s). This entry includes the filing fee amount and the receipt

I mportant Note If the filer enters an invalid credit card number, the following message
appears.

“The credit card you have entered isinvalid. Please check the card type and the
number ard try again.”

If the filer makes three consecutive errors in data entry, the following message appears.

“We are unable to complete your transaction. Please contact your local court for
assistance.”
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Exceptions: Pleadingsin Which the Feeis Waived

For those pleadings for which no fee is to be collected (example: when the chapter 7
debtor is the plaintiff in an adversary proceeding), always select “ Continue Filing” from
the credit card pop-up screen, even if you have completed your filings for the day. The
court will have to remove the filing fee for that pleading from your transaction log before
you can pay any remaining fees.

If these circumstances apply to you, please call the CM/ECF Help Desk at
202-565-2506.

Please provide the following information:

Attorney Filer's Name

Case Number

Date of Filing

Event (Adversary, Motion to Reopen for Clerica Error, etc.)
Dollar Amount

Reason the fee is to be waived

The court will review the case and notify you when the fee has been waived. Do not
attempt to pay your outstanding fees until you have received this notice from the court.

New Bankruptcy Petitions with an Application to Pay in Installments

The majority of new bankruptcy petitions that include an Application to Pay Filing Feein
Installments are filed by pro se debtors in person at the court. Occasionally, attorneys
who have not yet accepted any form of payment from the debtor will file these petitions
on the debtor’ s behalf.

Bankruptcy petitions that are filed with an Application to Pay Filing Fee in Installments
may be filed electronically over the Internet. However, the credit card payment module
does not accept partia payments for any pleading requiring fees. If this pleading is filed
electronically over the Internet, the full fee will show as due and owing by thefiler. If
these circumstances apply, please refer to the above section and send an e mail to the
listed court address to have the fee removed from your transaction log before you pay
any remaining fees.

Installment fees for new petitions will be accepted over the counter or through the mail.
Installment fees may be paid by cash, money order, or cashier’s check.
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Filing Amended Schedules (D, E, and F) with Amended Matrix

If you are filing an amended matrix with amended schedules, select the event that
combines thisfiling. By selecting this event, only one $26.00 fee will be charged. If
docketed separately, a $26.00 fee will be charged for each pleading.

Reports

I nter net Payments Due

Both the attorney filer and the court have a version of this report. From the attorney
filer' s perspective, this report allows the filer to pay immediately al outstanding fees
without docketing another pleading or opening another case. Use thisreport if you are
finished filing for the day and failed to select the “Pay Now” option on your last filing.
There are no selection screens or sort options offered. To use this report:

Choose “ Utilities” from the menu at the top of the screen

Choose “Internet Payments Due”

A summary pop-up screen will appear asin Figure 1 above.

Follow the same procedures as described above to compl ete the credit card screen
and receive the transaction receipt

I nternet Payment History

Both the attorney filer and the court have a version of this report. From the attorney
filer's perspective, this report allows the filer to review his’her completed credit card
payments over any specified time period. To use this report:

Choose “ Utilities’ from the menu at the top of the screen

Choose “Internet Payment History”

Enter a date range

Click “Run Report” button and the report will display on your screen asin Figure
5
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Back v o= - @ 4] 4 | Qysearch [GFavorites  GlMedia o4 | -4 S & - H

<2} TXEB Test Database - Microsoft Internet Explorer _{&] ]

File Edit ‘iew Favorites Tools  Help |ﬁ

EE F Bankruptcy Adversary + Query + Reports « Utilities « Logout

United States Bankruptey Court
Eastern District of Texas
Internet Payment History for testatty , Bob

2/2/2004 to 2/27/2004
Date Paid Description FAICI | CveIntZ | LAmomt
P Method P

2004-02-05 15:58:15 | Motion to Reopen
Chapter 7/13 Case
(03-10004)
[motion,mreop713]
( 155.00)

credit card | 1111B80016 | $ 155.00

2004-02-05 16:08:05 | Motion to Sever
Chapter 7/13 Case
{03-10004)
[motion,msvi713]

S1E8 Mnh

Address |:§| https: fecf-test, bxeb.uscourts. gov)cgi-binglogin. pl?a 19792386956063-L_916_0-1 j @Go | Links **

=

|@ Done ’_ ’_ |—|§|_ |° Inkarnst

EﬂStart”J ] & & & > |J §1-2-3...| Karen...”@TxEB... ®interm...| Eirues ... | Y NS ERDT wieam

Figure5
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BANKRUPTCY MENU

Answer/Response
Reference an Existing Motion/Application
Other Answers
Involuntary

Appeal
Addendum to Record on Appeal
Appellant Designation
Appellee Designation
Cross Appeal
Notice of Appeal
Receipt of Record on Appeal
Request for Transcript re: Appeal
Statement of Issues on Appeal
Transcript Re: Appeal
Transmittal of Record on Appeal

Claim Actions
Reclassify Claims
Transfer of Claim
Withdrawal of Claim

Creditor Maintenance
Enter Individual Creditors
Upload a Creditor Matrix File
Edit Creditor

File Claims

Miscellaneous
Affidavit
Amended Document (Do NOT use this event if amending a matrix or schedules)
Amended Matrix and Schedules Adding or Deleting Creditors
Amended Matrix and Schedules — Change EXISTING Name or Address
Application to Pay Filing Fees in Installments
Brief
Certificate of Compliance (LBR 1009-1(c))
Certificate of Non-Attorney Petition Preparer
Certificate of Service
Chapter 11 Ballots
Creditor Disk
Creditor Request for Notice
Debtor's Statement Re: Schedules (LBR 1007-1(a)(3))
Declaration
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Disclosure of Compensation of Attorney for Debtor
Equity Security Holders

Exhibit

Interrogatories

Involuntary Petition (Chapter 11)
Involuntary Petition (Chapter 7)
Involuntary Summons Service Executed
Involuntary Summons Service Unexecuted
List of 20 Largest Creditors (Chapter 11 Cases)
List of Creditors

Mailing Matrix and Verification

Operating Report

Proposed Consent Order

Proposed Order (Corrections, Deficiencies, OTBS, etc)
Reaffirmation Agreement

Request for Hearing Date

Request for Telephonic Hearing

Request to Withdraw Document

Schedule A

Schedule B

Schedule C

Schedule D

Schedule E

Schedule F

Schedule G

Schedule H

Schedule |

Schedule J

Schedules A-J

Section 304 Petition

Statement of Financial Affairs

Statement of Intent

Statement of Social Security Number(s) — B-21
Status Report

Stipulation

Subpoena

Suggestion of Death

Summary of Schedules

Support Document

Voluntary Petition (Chapter 11)

Voluntary Petition (Chapter 12)
Voluntary Petition (Chapter 13)
Voluntary Petition (Chapter 7)

Witness and Exhibit List
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Motions/Applications
Accounting
Adequate Protection
Administrative Expenses
Allow Claims
Allow Payment Arrearages
Amend/Modify
Amended Application/Motion
Amended Objection to Claim
Amended Objection to Debtor’s Claim of Exemptions
Appear pro hac vice
Application to Pay Filing Fee In Installments
Appoint Creditors Committee
Appoint Trustee
Approve
Assume/Reject
Avoid Lien
Borrow
Compel
Compel Abandonment
Compensation
Compromise
Condition Rights
Consolidate
Contempt
Continue First Meeting of Creditors
Continue Hearing
Convert Case (TRUSTEES ONLY)
Convert Case 7 to 11
Convert Case to 12
Convert Case to 13
Convert Case to 7
Deconsolidate Case Association
Deposit Funds into Court Registry
Deposit Unclaimed Funds
Destroy Books and Records
Determine Tax Liability
Disallow Claims
Disgorge Fee
Dismiss Case
Dismiss Party
Dismiss/Strike/Withdraw Document
Employ
Examination
Expediting Hearing
Extend Exclusivity Period
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Motions (Continued)
Extend Plan Payments
Extend/Shorten Time
Final Decree
Hardship Discharge
Joint Administration
Leave
Leave to Appeal
Limited Notice
Limited Admissions
Modify Plan
Moratorium
More Definite Statement
Objection to Claim
Objection to Debtor’s Claim of Exemption
Obijection to Transfer of Claim
Pay
Prohibit Cash Collateral
Protective Order
Quash
Reaffirmation
Reclassify Claims
Reconsider
Recusal
Redeem
Reduce Claim
Reinstate Case
Release Unclaimed Funds
Relief from Co-Debtor Stay
Relief from Stay
Remand
Remove Debtor as Debtor in Possession
Reopen Case Ch 11
Reopen Case Ch 12
Reopen Case Ch 13
Reopen Case Ch 7
Sanctions
Sell
Set Hearing
Set Last Day to File Proofs of Claim
Sever Chapter 11 Case
Sever Chapter 12 Case
Sever Chapter 7/13 Case
Show Cause
Stay
Stay Pending Appeal
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Substitute Attorney
Transfer Case

Use Cash Collateral
Vacate

Vacate Discharge
Waive Appearance
Waive Pay Order
Withdraw as Attorney
Withdraw of Reference
Writ

Multi-Case Docketing

Withdrawing Appearance (Notice)

Notices

Abandon

Amended Notice

Appearance (Add Party to Matrix)
Appearance (Attorney)
Appointing Successor Trustee
Assign/Transfer Claim

Change of Address

Consumer Debtor

Hearing

Hearing Continued

Intent to Sell

Notice — Generic

Opportunity to Object (11 Days)
Opportunity to Object (14 Days)
Opportunity to Object (15 Days)
Opportunity to Object (20 Days)
Opportunity to Object (30 Days)
Voluntary Conversion to Chapter 7
Voluntary or Stipulated Dismissal
Withdrawing Appearance

Open a Bankruptcy Case

Plan

Amended Chapter 11 Plan
Amended Chapter 12 Plan
Amended Chapter 13 Plan
Amended Disclosure Statement
Amended Objection to Plan
Chapter 11 Plan

Chapter 12 Plan

Page 181

U. S. Bankruptcy Court for the District of Columbia

Updated March 2005



List of Pleadings / Docketing Event Page 182

Chapter 13 Plan

Chapter 13 Plan Recommendation
Disclosure Statement

Objection to Confirmation of Plan

Order Upload

Upload Single
ADVERSARY MENU
Answers
Motion/Application
Objection
Opposition
Reply
Response

Complaint, 3, Cross, Counter

Appeal
Addendum to Record on Appeal
Appellant Designation
Appellee Designation
Cross Appeal
Notice of Appeal
Receipt of Record on Appeal
Request for Transcript re: Appeal
Statement of Issues on Appeal
Transcript Re: Appeal
Transmittal of Record on Appeal

Miscellaneous
Affidavit
Amended Complaint
Amended Document (Do NOT use this event if amending a matrix or schedules)
Counterclaim
Crossclaim
Proposed Consent Order
Proposed Order (Corrections, Deficiencies, OTBS, etc)
Proposed Scheduling Order
Status Report
Stipulation
Support Document
Third-Party Complaint
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Motions
Amend/Modify
Amended Application/Motion
Amended Objection to Claim
Appear pro hac vice
Approve
Compel
Compromise
Consolidate
Consolidate for Trial
Contempt
Continue Hearing
Deconsolidate Case Association
Default Judgment
Dismiss Adversary Proceeding
Dismiss Party
Dismiss/Strike/Withdraw Document
Expedite Hearing
Extend/Shorten Time
Intervene
Joint Administration
Jury Trial
Leave
Leave to Appeal
More Definite Statement
Pretrial Statement
Protective Order
Quash
Reconsider
Recusal
Reinstate Case
Remand
Reopen Adversary
Sanctions
Set Hearing
Show Cause
Stay
Stay Pending Appeal
Substitute Attorney
Summary Judgment
Temporary Restraining Order
Transfer Adversary
Withdraw As Attorney
Withdrawal of Reference
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Notices
Answer to Interrogatories
Appearance (Attorney)
Certificate of Discovery
Change of Address
Defer Fee
Hearing
Hearing Continued
Interrogatories
Notice - Generic
Request to Withdraw Document
Voluntary or Stipulated Dismissal

Open an AP Case
Open an MP Case

Order Upload
Upload Single

Summons
Summons - Request to Re-lIssue
Summons - Service Executed
Summons - Service Unexecuted

QUERY MENU
Redirects you to PACER to query cases and case information
REPORTS MENU
Cases — Redirects to PACER
Claims Register — Redirects to PACER
Docket Events - Redirects to PACER
Calendar Events — Queries CM/ECF calendar

Mailing List - Redirects to PACER
Claims Activity - Redirects to PACER

UTILITIES MENU

Page 184

Your Account Miscellaneous
Internet Payment History Mailings
Internet Payment Due Verify a Document

Maintain Your Account
View Your Transaction Log
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